Confirmation of Monthly Luncheon [Replace with company letterhead]
Dear _________________: [name of addressee]
  

This is to confirm that we expect to see you at our ___________________ [time period ex. Monthly] meeting of the _________________ [department/topic] on _________________ [date], at _________________ [place], at _________________ [time]. 

  

Our guest speaker this month will be _________________. _________________ will be speaking about _________________. We will also be discussing __________________. 

  

Please let us know if you will be attending; we want to ensure that we have enough seating and plenty of refreshments. Call _________________ at _________________ to RSVP. In order to make all our preparations, we need to hear from you by _________________ on _________________. 

  

See you on the _________________! 

  

Sincerely, 

  

  

  

_________________ [name]
_________________ [signature]
