
**[Your Organization's Letterhead]** 

[Date] 

**To:**  

[Recipient Name]  

[Recipient Address]  

[City, State, Zip Code]  

**Subject:** Invitation to Participate in [Workshop Title] 

Dear [Recipient Name], 

We are pleased to invite you to the upcoming workshop titled "[Workshop 

Title]," organized by [Your Organization] and scheduled for [Date] at 

[Location]. This workshop aims to [briefly describe the purpose and 

objectives of the workshop]. 

**Workshop Details:** 

- **Date:** [Workshop Date] 

- **Time:** [Start Time] to [End Time] 

- **Venue:** [Venue Name and Address] 

- **Facilitators:** [Names and Qualifications of Facilitators] 

- **Target Audience:** [Describe the intended participants] 

**Agenda:** 

1. [Time] - [Activity/Session] 

2. [Time] - [Activity/Session] 

3. [Time] - [Activity/Session] 

**Registration:**  

To confirm your participation, please RSVP by [RSVP Deadline] to [Contact 

Email/Phone Number]. 

We look forward to your participation in this workshop, as your insights 

and experience would greatly enrich the discussions. 

Best regards, 

[Your Name]  

[Your Title]  

[Your Organization]  

[Your Contact Information]  

[Your Organization's Website] 


