
Attendance Confirmation Acknowledgment 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company/Organization] 

[Your Address] 

[City, State, Zip Code] 

Email: [Your Email] 

Phone: [Your Phone Number] 

Dear [Recipient's Name], 

Thank you for your confirmation regarding your attendance at [Event/Meeting Name] scheduled 

for [Date] at [Location]. We are pleased to acknowledge your participation. 

Please find the details of the event below: 

• Event: [Event Name] 

• Date: [Event Date] 

• Time: [Event Time] 

• Location: [Event Location] 

We look forward to your valuable contribution and a fruitful discussion. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company/Organization] 


