Template: print on your institution's letterhead, fill in the orange fields, sign, and email to [events@professionalisation.africa ] by 5 October 2026. Delete this note before sending.
[Institution letterhead]
Ref: [reference number]
Date: [date]
Chief Executive Officer
African Professionalisation Initiative (API)
Pretoria, South Africa
Dear Sir,
COMMITMENT TO ATTEND: PUBLIC SECTOR PROFESSIONALISATION & IPSAS MASTERCLASS, 12–16 OCTOBER 2026, PREMIER HOTEL, CAPE TOWN, SOUTH AFRICA
[Institution name] confirms that the delegates listed below will attend the Masterclass. Please reserve their seats.
	#
	Full name
	Job title
	Email
	Phone
	Track (A/B)

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	

	5
	
	
	
	
	


We agree to the following:
1. Fee: [amount and currency] per delegate, for a total of [total amount] for [number] delegates.
1. Payment: we will pay in full before the Masterclass opens on 12 October 2026. Please send your invoice to the finance contact below.
1. Substitutions: we may replace a named delegate with a colleague at no extra cost by notifying API in writing.
1. Cancellation: [cancellation terms, e.g. deadline and any charges].will be in accordance with the API cancellation policy.
Finance / invoicing contact: [name, email, phone]
Coordinating contact: [name, email, phone]
Yours faithfully,
_______________________________
[Name of authorised officer]
[Title, e.g. Accountant General / Auditor General / Accounting Officer]
[Institution name]   ·   Official stamp: _____________
Track A: finance professionals. | Track B: non-finance government leaders.
