
Reminder: Upcoming Biodiversity Workshop 

Dear [Recipient's Name], 

We hope this message finds you well. This is a friendly reminder about the upcoming 

Biodiversity Workshop hosted by [NGO Name] on [Date]. The event will take place at [Venue] 

from [Start Time] to [End Time]. 

As a valued participant, your contribution is crucial in shaping discussions around biodiversity 

conservation. We encourage you to come prepared with ideas and insights that can foster 

impactful collaboration. 

Please confirm your attendance by replying to this email by [RSVP Date]. 

Thank you for your commitment to biodiversity conservation. We look forward to your 

participation! 

Best regards, 

[Your Name] 

[Your Position] 

[NGO Name] 

[Contact Information] 


