
Reminder: Upcoming International Conference 

Dear [Recipient's Name], 

I hope this message finds you well. This is a friendly reminder about your participation in the 

upcoming International Conference on [Conference Topic], scheduled for [Dates] at [Location]. 

We are excited to have you join us as we gather experts and enthusiasts from around the globe. 

Please find the key details below: 

• Conference Dates: [Start Date] to [End Date] 

• Venue: [Venue Name, Address] 

• Registration Desk Opens: [Time and Date] 

Please ensure you bring the necessary documents and arrive on time for registration. We look 

forward to your valuable contribution and participation. 

Should you have any questions, feel free to reach out. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Contact Information] 


