
Confirmation of Attendance 

Date: [Insert Date] 

To: [Attendee's Name] 

Address: [Attendee's Address] 

Dear [Attendee's Name], 

We are pleased to confirm your attendance at the upcoming Museum Board Meeting scheduled 

for: 

Date: [Insert Meeting Date] 

Time: [Insert Meeting Time] 

Location: [Insert Meeting Location] 

Your participation is important to us, and we look forward to your valuable contributions to our 

discussions on [Insert Agenda Topics]. 

If you have any questions or require further information, please feel free to reach out to us. 

Thank you for your commitment to our museum. 

Sincerely, 

[Your Name] 

[Your Position] 

[Museum Name] 

[Contact Information] 


