
Invitation to Capacity Building Workshop 

Dear [Recipient's Name], 

We are pleased to invite you to our upcoming Capacity Building Workshop titled "[Workshop 

Title]" taking place on [Date] at [Location]. 

This workshop aims to enhance the skills and knowledge of participants, providing valuable 

insights and practical tools in [Workshop Topic]. 

Workshop Details: 

• Date: [Date] 

• Time: [Start Time] - [End Time] 

• Location: [Venue/Address] 

• RSVP: Please respond by [RSVP Date] to confirm your attendance. 

We look forward to your participation in this significant opportunity for growth and 

development. 

Best Regards, 

[Your Name] 

[Your Title] 

[Organization Name] 

[Contact Information] 


