
Reminder: Compulsory Workshop Attendance 

Dear [Participant's Name], 

This is a friendly reminder regarding your attendance at the upcoming compulsory workshop 

titled "[Workshop Title]" scheduled for [Date] at [Time]. The workshop will take place at 

[Location]. 

Your participation is essential, as we will cover important topics that are crucial for [Purpose of 

the Workshop]. Please ensure that you arrive on time and bring any necessary materials. 

If you have any questions or are unable to attend, please contact [Contact Person] at [Contact 

Email/Phone Number]. 

We look forward to seeing you there! 

Best regards, 

[Your Name]  

[Your Title]  

[Your Organization]  

[Contact Information] 


