
Attendance Reminder 

Dear [Member's Name], 

We hope this message finds you well. This is a friendly reminder about our upcoming member 

gathering scheduled for [Date] at [Time]. The event will take place at [Location]. 

Your presence is highly valued, and we would love to see you there. Please let us know if you 

will be able to attend. 

Best regards, 

[Your Name] 

[Your Position] 

[Organization Name] 

[Contact Information] 


