Dear [Recipient's Name],

This is a friendly reminder to update the content on our event website for the upcoming [Event
Name] scheduled on [Event Date].

Ensuring that our website reflects the latest information is crucial for our attendees. Please
review the following sections and make the necessary updates:

« Event Schedule

e Speaker Bios

e Registration Details
e Sponsors

We appreciate your attention to this matter. Please complete the updates by [Deadline Date]. If
you have any questions, feel free to reach out.

Thank you for your cooperation!
Best regards,

[Your Name]

[Your Position]

[Your Organization]

[Your Contact Information]



