
Symposium Attendance Reminder 

Dear [Recipient's Name], 

We hope this message finds you well! This is a friendly reminder that the [Name of Symposium] 

will take place on [Date] at [Location]. We are excited to have you join us for this engaging 

event. 

Please find the details below: 

• Date: [Date] 

• Time: [Start Time] - [End Time] 

• Location: [Venue/Room Name] 

• Agenda: [Link or brief description of the agenda] 

Please confirm your attendance by replying to this email or clicking on the RSVP link: [RSVP 

Link]. 

We look forward to seeing you there! 

Best regards, 

[Your Name] 

[Your Position] 

[Your Organization] 


