The following text offers language you might want to use as part of reminding potential workshop attendees about your event. This text can be copied and pasted, translated, and customised to suit your context, it also has areas highlighted where you can insert the details of your event.


SUBJECT: Reminder: Business Continuity and Resilience – FREE workshop

EMAIL TEXT:
Please join us.

[bookmark: _GoBack]BUSINESS PREPAREDNESS AND RESILIENCE WORKSHOP

Hello again,

I’m following up on our invitation to you to attend a free workshop to learn about how to make your organisation more resilient in the face of an unexpected challenge, crisis or disaster event:
Date: <Insert date>
Time: <Insert start time> - <Insert end time>
Location: <Insert location and city> 

The workshop is open to owners and managers of any small or medium business or not-for-profit organisation throughout <insert location>.

What you will get from the workshop:
· An understanding of why you need to plan for crises.
· Tips and tactics on how to get through any crisis.
· Sufficient knowledge and materials to be able to create your own customized business continuity plan. 
· Awareness of how to make your organisation more adaptable.
· Engagement with other organisations in your community.

We hope you’ll join us at the workshop. This is the final reminder you will receive.

If you are interested in attending, you need to register by emailing <insert hyperlinked name/email> with the names of the people attending no later than <insert date>.

If you have any questions, please contact <insert name and email>.
We look forward to seeing you there.

<Insert name>
<Insert title>
<insert logos if required>

