
Subject: Thank You for Attending the Capacity Building 

Workshop 

Dear [Recipient's Name], 

We hope this message finds you well. We would like to extend our heartfelt thanks for your 

participation in the Capacity Building Workshop held on [Date]. Your engagement and 

enthusiasm contributed significantly to the success of the event. 

As a follow-up, we would like to remind you of the key topics covered during the workshop: 

• [Topic 1] 

• [Topic 2] 

• [Topic 3] 

We encourage you to apply the skills and knowledge gained during the workshop in your 

ongoing projects. Additionally, we invite you to share your experiences and outcomes with us to 

foster a network of learning. 

If you have any questions or need further assistance, please do not hesitate to reach out. 

Thank you once again, and we look forward to seeing you at our future events! 

Best regards, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Contact Information] 


