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Confirm Attendance of Seminar
[DATE]

[Company Name & Address]

Dear [NAME],
I am writing in to confirm that I will attend the [Function/Event Name] on [Date].

You can contact me at my number – [number here], for any kind of clarifications or any updates you may have in the future.

I will arrive at the right time at the venue.

Sincerely,

[NAME]
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