
Service Confirmation Letter 

Date: [Insert Date] 

[Your Name] 

[Your Title] 

[Your Company Name] 

[Your Company Address] 

[City, State, Zip Code] 

[Recipient Name] 

[Recipient Title] 

[Recipient Company Name] 

[Recipient Company Address] 

[City, State, Zip Code] 

Subject: Confirmation of Out-of-Area Service Provision 

Dear [Recipient Name], 

We are pleased to confirm the provision of services requested by [Recipient Company Name] for 

the specified out-of-area location. Our team is prepared to deliver the agreed services effectively 

and efficiently, ensuring that all your needs are met. 

Details of the service provision are as follows: 

• Service Type: [Service Type] 

• Location: [Service Location] 

• Start Date: [Start Date] 

• End Date: [End Date] 

• Contact Person: [Contact Name] 

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

at [Your Contact Information]. 

We look forward to working with you and providing exceptional service. 



Best regards, 

[Your Name] 

[Your Title] 

[Your Company Name] 

[Your Contact Information] 


