
Official Appointment Reminder Letter for Government Office

Subject: Appointment Confirmation â€“ [Department/Service Name]

    Dear [Citizenâ€™s Name],

    This letter confirms your appointment with the [Department/Agency Name] on [Date] at [Time] for

[Purpose of Visit]. The appointment will take place at [Office Address].

    Please bring all necessary documents, including identification and any required forms. If you are

unable to attend, kindly contact our office to arrange a new appointment.

    We appreciate your cooperation and punctuality.

    Respectfully,

    [Officerâ€™s Name]

    [Position]

    [Government Department Name]

Get more templates here: https://www.lettersandtemplates.com/letters/appointment-reminder-letter


