
Attendance Verification Letter 

Date: [Insert Date] 

To Whom It May Concern, 

This letter serves to verify the attendance of the following individuals at [Event Name] held on 

[Event Date] at [Event Location]. 

Guest List: 

• [Guest Name 1] 

• [Guest Name 2] 

• [Guest Name 3] 

• [Guest Name 4] 

If you require any further information, please do not hesitate to contact us at [Your Contact 

Information]. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 


