Corporate Training Program Invitation

Date: [Insert Date]

From: [Your Name/HR Department]

To: [Employee Name/All Staff]

Dear [Employee Name/Team],

We are pleased to invite you to participate in our upcoming Corporate Training Program, designed to empower our
employees with essential skills and knowledge for professional and organizational growth. The program will feature a
series of workshops, seminars, and keynote presentations focusing on skill development, team collaboration, and

innovation.

Objectives of the Training:

Enhance employees' professional skills and competencies

Foster effective teamwork and collaboration across departments

[ ]

[ ]

¢ Promote innovative approaches to business challenges

e Support ongoing personal and organizational development

Please find below the full timetable for the training program. We encourage you to review the schedule and attend the
sessions most relevant to your role and interests.

Training Program Timetable

Date Time Session Title Facilitator | Venue Description

9:00 AM Keynote: Embracing , Insights on adapting to
mcs)re]?'tag,a te] a€“10:30 Change in the éar:i?h Xj(ljri]torium evolving industry landscapes

AM Workplace and organizational shifts.

11:00 AM ) . Interactive activities to
m(;g(:tag’a te] a€“1:00 gggﬁﬁ?ﬁ@iﬁ?&& John Lee Room 203 | enhance workplace

PM communication strategies.

9:30 AM N . Developing leadership
;;:se:r?%léte] a€“12:00 SZ:ZIT) arhléi]?dershlp éﬁgila Room 101 qualities for team and project

PM P management.

1:30 PM . Techniques for innovative
Tuesday, u Workshop: Problem- Michael s :
lInsert E;/ate] a€“ 3:00 Solving &pCreativity Brown Room 102 | thinking and effective

PM problem resolution.

10:00 AM Panel Discussion: . Discussion on the essential
Wednesday, | se.41.30 | Future Skills for Panelof | Main skills for future business
[Insert Date] Experts Auditorium

AM Success challenges.

. . Summary of the program,

Wednesday, 12:‘00- P Closing Session & Main feedbac?session a?nd
[Insert Date] | &€"1:30 ; HR Team Auditorium ’

PM Certificates certificate distribution.

We highly value your participation and are confident that these sessions will contribute greatly to both your personal
development and the growth of our organization. Please confirm your attendance by [RSVP Date], and do not hesitate
to contact [Contact Person/HR Email] if you have any questions.

We look forward to your enthusiastic participation!

Sincerely,

[Your Name]
[Your Title]
[Company Name]
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