
Registration Fee Reminder 

Dear [Attendee's Name], 

We hope this message finds you well. We are reaching out to remind you about the registration 

fee for the upcoming [Conference Name] taking place on [Dates] at [Location]. 

As of today, our records indicate that your registration fee of [Amount] is still outstanding. To 

ensure your participation, please complete your payment by [Deadline Date]. 

You can make your payment through [Payment Method/Link]. If you have already settled your 

fee, please disregard this notice. 

Thank you for your attention to this matter, and we look forward to seeing you at the conference! 

Best regards, 

[Your Name] 

[Your Position] 

[Conference Organization Name] 

[Contact Information] 


