 [ your company’s name ]





 [ address ]



  


  [ contact numbers ]




       [ date ]

Your ref.:

Our ref.:

[ name and title of recipient ]

[ recipient’s address]

Dear [ name ],


Re: Confirmation of the appointment

Further to our phone conversation, we should confirm that the appointment will take place at [ time ] on [ date ] at [ venue ].

Should you have any enquiries concerning the appointment, please do not hesitate to contact us. 

Thank you for your attention

Yours truly,

[ your signature ]

[ your name ]

[ your title ]

