
Outreach Program Schedule Notification 

Dear [Recipient's Name], 

We are excited to inform you about our upcoming outreach program scheduled for [Date]. Below 

are the details of the program: 

Program Schedule 

• Event Name: [Event Name] 

• Date: [Date] 

• Time: [Start Time] to [End Time] 

• Location: [Venue/Address] 

Agenda 

1. [Time] - [Activity/Session] 

2. [Time] - [Activity/Session] 

3. [Time] - [Activity/Session] 

We encourage your participation as your presence will greatly enhance the success of our 

program. Please confirm your attendance by [RSVP Date]. 

Thank you, and we look forward to seeing you there! 

Best regards, 

[Your Name]  

[Your Position]  

[Organization Name]  

[Contact Information] 


