[HOST ORGANIZATION]
[Host address]   ·   [Host phone]   ·   [Host contact email]

[Confirmation date]
REGISTRATION CONFIRMED
RE: Your registration for «Event Name»
Dear «Attendee Name»,
Thank you for registering for «Event Name». We are pleased to confirm your place, and this letter is your record of registration. Keep your registration code handy; you will use it at check-in.
YOUR REGISTRATION
	Event
	«Event Name»

	Event date
	«Event Date»

	Registration code
	«Registration Code»

	Package
	«Registration Package»

	Amount paid
	«Amount Paid»

	Check-in opens
	«Check In Time»



Your payment of «Amount Paid» has been received in full, and no balance remains on your registration.
BEFORE YOU ARRIVE
• Bring a photo ID and your registration code, «Registration Code», to the registration desk.
• Check-in opens at «Check In Time»; arriving early keeps the lines short.
• Need to make a change? Write to [Registrations email] and include your registration code.
We look forward to welcoming you.
Warm regards,
[Registrations manager name]
for [Host organization]
This confirmation is provided as general information and is not a tax invoice or receipt. Requirements for event payment records vary by country and region; review them with a professional if you need formal documentation.




