
Appointment Verification 

Date: [Insert Date] 

To: [Customer Name] 

[Customer Address] 

[City, State, Zip Code] 

Dear [Customer Name], 

This letter serves as confirmation of your appointment for technical support services. 

Appointment Details: 

• Date: [Insert Appointment Date] 

• Time: [Insert Appointment Time] 

• Technician: [Insert Technician Name] 

• Location: [Insert Location/Address if applicable] 

Please ensure you are available at the scheduled time. If you need to reschedule, feel free to 

contact us at [Insert Contact Information]. 

Thank you for choosing our services! 

Sincerely, 

[Your Company Name] 

[Your Name] 

[Your Position] 

[Contact Information] 


