
Introduction Letter for Workshop Facilitator 

Dear [Recipient's Name], 

I hope this message finds you well. My name is [Your Name], and I am excited to be the 

facilitator for the upcoming workshop titled "[Workshop Title]" scheduled for [Date] at 

[Location]. 

With [number] years of experience in [Your Field/Industry], I specialize in [briefly describe your 

expertise or relevant topics you will cover]. My goal is to provide participants with practical 

insights and interactive learning experiences that they can apply in their own work. 

In this workshop, we will cover: 

• [Topic 1] 

• [Topic 2] 

• [Topic 3] 

I am looking forward to an engaging and productive session with all participants. Should you 

have any questions, please feel free to reach out to me at [Your Email Address] or [Your Phone 

Number]. 

Thank you, and I look forward to meeting you all soon! 

Sincerely, 

[Your Name] 

[Your Title/Position] 

[Your Organization] 


