
Attendee List Validation 

Dear [Recipient's Name], 

We hope this message finds you well. As we prepare for the upcoming [Event Name], we would 

like to confirm the attendee list to ensure a smooth experience for all participants. 

Current Attendee List: 

• [Name 1] - [Email Address 1] 

• [Name 2] - [Email Address 2] 

• [Name 3] - [Email Address 3] 

• [Name 4] - [Email Address 4] 

Please review the list above and verify your attendance. If there are any corrections or if 

someone should be added to the list, kindly let us know by [Response Deadline]. 

Thank you for your cooperation. We look forward to seeing you at [Event Date]! 

Best regards, 

[Your Name] 

[Your Position] 

[Organization Name] 

[Contact Information] 


