
Reminder: Upcoming Professional Development Workshop 

Dear [Recipient's Name], 

This is a friendly reminder regarding the Professional Development Workshop scheduled for 

[Date] at [Time]. The workshop will take place at [Location]. 

Please come prepared with the necessary materials and be ready to engage in enriching activities. 

Looking forward to your participation! 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


