
Invitation Letter for Skill Development Training
Date: [Insert Date]

To,
[Participant's Name]
[Designation/Department]
[Organization]

Subject: Invitation to Skill Development Training Program

Dear [Participant's Name],

We are pleased to invite you to participate in our upcoming Skill Development Training Program,
scheduled to enhance your professional abilities and broaden your knowledge in key focus areas
relevant to your role. Attendance and active contribution during the training sessions will enable you to
maximize the benefits of this program.

Training Details:

Venue: [Venue Name & Address]
Dates: [Start Date] to [End Date]
Time: 9:00 AM â€“ 5:00 PM Daily
Contact: [Training Coordinator Name & Email/Phone]

Daily Schedule:

Day Time Topic Activities

Day
1

9:00 AM â€“
5:00 PM

Introduction &
Orientation
Core Skill
Workshop 1

Welcome, Ice-breaking, Program Overview, Session on
[Skill Topic 1], Group Activities, Q&A

Day
2

9:00 AM â€“
5:00 PM

Advanced
Concepts
Workshop 2

Lecture on [Skill Topic 2], Practical Exercises, Group
Discussion, Feedback Sessions

Day
3

9:00 AM â€“
5:00 PM

Application
Techniques
Collaborative
Project

Hands-on Project, Case Studies, Peer Review, Wrap-up,
Certification

Please make it a priority to attend all sessions to gain the full advantage of the training. Your
participation and engagement are highly valued. Should you have any questions or require
further information, feel free to reach out to us.

We look forward to your positive response and enthusiastic participation.

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