
Participation Assurance Letter 

Date: [Insert Date] 

[Recipient Name] 

[Recipient Title] 

[Company/Organization Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

We are pleased to confirm your participation in the upcoming [Conference Name] scheduled to 

take place on [Dates] at [Location]. This event brings together industry leaders and innovators to 

discuss key trends and advancements in [Industry/Field]. 

Your presence and contribution as a [Speaker/Attendee/Panelist] will greatly enrich our 

discussions and foster valuable networking opportunities. 

Please feel free to reach out if you require any further information or assistance regarding the 

conference agenda or logistics. 

We look forward to welcoming you to [Conference Name]. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company/Organization Name] 

[Your Contact Information] 


