
Company Confirmation Letter

Subject: Confirmation of [Employee/Service/Order] 

Dear [Recipient's Name],

I am writing this letter to formally confirm [Employee/Service/Order] at [Company Name]. We are

pleased to provide you with the confirmation and details of the agreed-upon arrangement. 

[Employee Confirmation]

This letter is to confirm the employment of [Employee Name] in the position of [Job Title]. [Employee

Name] will officially join our organization on [Date of Joining]. The terms of employment, including

salary, benefits, and any other pertinent details, have been discussed and agreed upon. 

[Service Confirmation]

We hereby confirm that [Company Name] will be providing [Service] as per our previous

discussions. The duration of the service will be [Start Date] to [End Date]. The terms and conditions,

including pricing and any specific requirements, have been mutually agreed upon.

[Order Confirmation]

We are pleased to confirm your recent order [Order Number] placed on [Order Date]. The details of

your order, including the products, quantities, prices, and delivery schedule, have been reviewed

and confirmed. Please note that the payment terms and any other relevant information can be found

in the attached invoice.

If there are any changes or discrepancies regarding the information provided above, please contact

us at the earliest opportunity to rectify them. 

We value your partnership with us and assure you of our commitment to delivering the highest

standards of [Employee/Service/Order]. Should you have any questions or require further

clarification, please do not hesitate to reach out to us.

Thank you for choosing [Company Name]. We look forward to a successful and mutually beneficial

relationship.

Yours sincerely,



[Your Name]

[Your Designation]

[Company Name]


