
Date: [Insert Date]

Dear [Participant Name],

We are pleased to invite you to participate in our upcoming online workshop titled "[Workshop Title]," organized by [Organization/Department
Name]. This interactive session aims to [briefly state purpose/objectives, e.g., "enhance professional skills in digital marketing" or "foster
collaborative learning on effective project management"].

Workshop Details:

Date: [Insert Date]
Time: [Insert Time & Time Zone]
Online Platform: [Zoom/Google Meet/Microsoft Teams, etc.]
Workshop Link: [Insert Link]

Instructions for Joining:

1. Please ensure a reliable internet connection.
2. Click the workshop link above at least 10 minutes before the scheduled start time.
3. Enter your full name when joining the session.
4. For the best experience, we recommend using headphones and muting your microphone when not speaking.

We value your participation and believe your contribution will greatly enrich the discussion. Should you have any questions or require further
information, please feel free to contact us at [Contact Email/Phone Number].

We look forward to your positive response and active participation!

Best regards,
[Your Name]
[Your Position]
[Organization Name]
[Contact Information]
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