
Attendance Verification Letter 

Date: [Insert Date] 

[Your Company's Letterhead] 

[Recipient's Name] 

[Recipient's Job Title] 

[Recipient's Company Name] 

[Recipient's Address] 

Dear [Recipient's Name], 

This letter is to verify the attendance of [Attendee's Name], who participated in the [Name of 

Seminar] held on [Date of Seminar] at [Location of Seminar]. The seminar focused on [Brief 

Description of the Seminar Topic]. 

We appreciate [Attendee's Name]'s engagement and valuable contributions during the session. 

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

Thank you. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Company's Name] 

[Your Phone Number] 

[Your Email Address] 


