
Vendor Confirmation Template











<* Date *>
<* Vendor Contact Name *>
<* Vendor Business Name *>






via email
<* Vendor Contact Title *>


Dear <* Vendor Contact Name *>: 
Thank you for agreeing to participate in our <*Name of Event*>, which will take place on <* Date of Event *> from <*Start Time to End Time*> at <* Name and Address of Location *>.  The purpose of the event is <* Purpose of the Event *>.  
We expect approximately <*Expected Number of Attendees*> attendees on that date.  You have agreed to participate in the <* Name or Type of Event *> to <* What the Vendor offers for event participants *>.  The fair will be held concurrently as the keynote and panels are conducted.  There is no fee for participation and we will provide you with <* Acknowledge of standard setup. Ex: A table, 2 chairs and table linen. *>.  We ask that you arrive 1 hour before the start of the program to ensure that we are able to accommodate your setup needs.
If you have any questions, please feel free to contact <* Contact person’s name, title, email address and/or phone number and extension. *>.  We look forward to seeing you soon and thank you again for being a part of our <* Name of Event*>!








In His Service








<* Ministry Leader *>
Cc:  <* Coordinator of Event *>
<* Coordinator Email *>

<* Coordinator Phone *>

