
Reminder: Upcoming Association Conference 

Dear [Recipient's Name], 

This is a friendly reminder about the upcoming [Association Name] Conference scheduled for 

[Date] at [Venue Name]. We look forward to your participation! 

Here are the details: 

• Date: [Date] 

• Time: [Start Time] - [End Time] 

• Location: [Venue Address] 

• Registration Fee: [Fee Amount] 

If you haven't already done so, please complete your booking by [Booking Deadline] to secure 

your spot. 

Thank you for your attention, and we look forward to welcoming you! 

Sincerely, 

[Your Name] 

[Your Position] 

[Association Name] 

[Contact Information] 


