
Announcement: Capacity Building 

Workshop 

Dear [Recipient's Name/Team], 

We are excited to announce a Capacity Building Workshop designed to enhance skills and 

knowledge in [specific area]. Below are the details: 

Workshop Details: 

Date: [Insert Date] 

Time: [Insert Start Time] - [Insert End Time] 

Location: [Insert Venue/Online Link] 

Duration: [Insert Duration] 

Facilitators: [Insert Names and Titles] 

Agenda: 

• [Topic 1] 

• [Topic 2] 

• [Topic 3] 

This workshop is a great opportunity for professional development and networking. Please 

RSVP by [Insert RSVP Date]. 

We look forward to your participation. 

Best regards, 

[Your Name] 

[Your Title] 

[Your Organization] 


