
Attendance Assurance Letter 

Date: [Insert Date] 

To Whom It May Concern, 

I am writing to assure you of my commitment to maintaining consistent attendance in 

[Course/Program Name] at [Institution/Company Name]. I understand the importance of regular 

participation and I am fully dedicated to being present and engaged. 

Due to [briefly explain any past attendance issues, if applicable], I recognized the need for 

improvement and have taken the necessary steps to ensure that I will attend all future sessions. I 

have reviewed my schedule and made arrangements accordingly. 

Thank you for your understanding and support. I look forward to continuing my participation 

without any interruptions. 

Sincerely, 

[Your Name] 

[Your Address] 

[Your Contact Information] 

[Your Email] 


