
Follow-Up Regarding Workshop Attendance 

Date: [Insert Date] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to follow up on my previous communication 

regarding your presence at the upcoming workshop titled "[Workshop Title]" scheduled for 

[Date] at [Location]. 

Your participation would greatly enhance the discussions and learning opportunities for all 

attendees. We would be honored to have you join us as we explore [brief description of 

workshop topics]. 

Please let me know if you will be able to attend, or if you require any further information 

regarding the event. I look forward to your positive response. 

Thank you for considering this opportunity.  

Best regards, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Contact Information] 


