
Reminder: Upcoming Internal Skills 

Workshop 

Dear Team, 

This is a friendly reminder about our upcoming internal skills workshop scheduled for [Date] at 

[Time]. The workshop will be held in [Location]. 

We encourage everyone to participate as it will provide valuable insights and enhance our skills. 

Please come prepared with any materials you may need. 

Looking forward to seeing all of you there! 

Best regards, 

[Your Name] 

[Your Job Title] 

[Your Company] 


