
Reminder: Stakeholder Skills Enhancement 

Workshop 

Dear [Stakeholder's Name], 

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

Stakeholder Skills Enhancement Workshop scheduled for [Date] at [Location]. 

Details of the Workshop: 

• Date: [Date] 

• Time: [Start Time] - [End Time] 

• Location: [Location] 

• Topics Covered: [List of Topics] 

Please ensure your participation as your insights and experiences are invaluable to the success of 

this workshop. 

Kindly confirm your attendance by replying to this email by [RSVP Date]. 

Thank you, and we look forward to an engaging and productive session! 

Best Regards, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Contact Information] 


