
Notification of Annual Skill Enhancement 

Workshop 

Date: [Insert Date] 

Dear [Recipient's Name], 

We are pleased to inform you that our Annual Skill Enhancement Workshop will be held on 

[Insert Date] at [Insert Location]. This workshop is designed to provide participants with 

valuable skills and knowledge to excel in their respective fields. 

Details of the workshop are as follows: 

• Venue: [Insert Venue] 

• Date: [Insert Date] 

• Time: [Insert Start Time] to [Insert End Time] 

• Topics Covered: [Insert Topics] 

• Facilitators: [Insert Facilitators' Names] 

Please confirm your participation by [Insert Deadline for Confirmation]. We look forward to 

your active participation in making this workshop a success. 

Thank you! 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Contact Information] 


