Follow-Up Meeting Reminder

Dear [Recipient's Name],

I hope this message finds you well. This is a friendly reminder regarding our upcoming follow-
up meeting for the training session scheduled on [Date] at [Time].

Please find the meeting details below:
o Date: [Date]
e Time: [Time]
e Location: [Location/Link to virtual meeting]
We look forward to discussing your experiences and insights from the training.
If you have any questions or need to reschedule, please do not hesitate to reach out.
Warm regards,
[Your Name]

[Your Position]
[Your Contact Information]



