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


SUBJECT: Thank you for confirming your attendance at the Business Continuity and Resilience Workshop next <insert date>.

EMAIL TEXT:
Thank you for registering!

[bookmark: _GoBack]BUSINESS PREPAREDNESS AND RESILIENCE WORKSHOP

Hello <insert name>,

Thank you for registering to attend the Business Continuity and Resilience Workshop on <insert date> from <insert time> at <insert venue name>, located at <insert address>.

We are pleased you are joining us for this engaging and practical workshop. To help make the day go smoothly, please make note of the following information:

· Refreshments will be provided. <delete if not applicable>.
· Please plan to arrive between <insert time> and <insert time> to ensure you have enough time to settle in.
· Parking is located <insert instructions for participants on where nearest parking is located>.

If you have any questions or concerns before the workshop please contact the facilitator, <insert name> at <insert email or phone number>. 

We are really excited to host this workshop and are looking forward to helping you with your organisation’s business continuity and resilience planning.

Many thanks,
<Insert name>
>Insert title>
<Insert logo/s if required)
