
Workshop Participation Notice 

Date: [Insert Date] 

Dear [Participant's Name], 

We are pleased to inform you that you are required to participate in the upcoming workshop 

titled "[Workshop Title]." The details are as follows: 

• Date: [Workshop Date] 

• Time: [Workshop Time] 

• Location: [Workshop Location] 

• Duration: [Duration of the Workshop] 

Your participation is vital as the workshop will cover essential topics that are crucial for [briefly 

explain the importance or relevance of the workshop]. 

Please confirm your attendance by [Confirmation Deadline] by replying to this email. 

Thank you for your attention and cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Contact Information] 


