Confirmation of Training with Required Information Sheet [replace with department letterhead]
Dear _________________: [name of addressee]
  

This is to confirm that I will be attending the _________________ training on _________________ [day] at _________________ [place] from _________________ [time] to _________________ [time]. I understand that by failing to attend the training, I will be charged a cancellation fee of _________________ [numerical amount]. 

  

Enclosed is the _________________ which the trainer requested. I look forward to attending the training. 

  

Sincerely, 

  

  

  

_________________ [name]
_________________ [signature]
