
Event Confirmation 

Dear [Recipient's Name], 

We are pleased to inform you that your attendance at the [Event Name] on [Event Date] has been 

confirmed. We appreciate your participation, especially given the short notice. 

Please find the event details below: 

• Event: [Event Name] 

• Date: [Event Date] 

• Time: [Event Time] 

• Location: [Event Location] 

If you have any questions or require further information, please do not hesitate to reach out. 

Looking forward to seeing you! 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 


