
Receipt Acknowledgment for Attendance 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Address] 

Dear [Recipient's Name], 

This letter serves to acknowledge your attendance at [Event Name] held on [Event Date] at 

[Event Location]. We appreciate your participation and hope you found the event informative 

and engaging. 

Details of your attendance: 

• Name: [Recipient's Name] 

• Event: [Event Name] 

• Date: [Event Date] 

• Location: [Event Location] 

Thank you for your commitment to [Organization/Company Name]. Should you have any 

questions or require further assistance, please do not hesitate to contact us. 

Best regards, 

[Your Name] 

[Your Title] 

[Your Organization] 

[Contact Information] 


