Training Program Offer Letter

Date: [Insert Date]
Dear [Candidate Name],

We are pleased to offer you the opportunity to participate in the [Program Name] Training Program
offered by [Organization Name]. This program is designed to [briefly state program objectives]
and will provide you with the necessary skills and knowledge to excel in your role.

Program Details
¢ Program Title: [Program Name]
¢ Duration: [Start Date] to [End Date] ([Total Weeks/Days])
¢ Schedule: [Days of the week, Time, and Frequency]
¢ Venue/Mode: [Location or Virtual Platform]

Eligibility & Requirements
¢ Minimum Qualification: [Specify degree, certification, or prerequisites]
e Work Experience: [If necessary, e.g., "Atleast 1 year of relevant experience"]
¢ Required Documentation: [List documents, e.g., "CV, proof of education, photo ID, etc."]

Participation Expectations
e Maintain a minimum attendance of [e.g., 90%] throughout the program.
e Actively participate in all sessions, assignments, and assessments.
e Adhere to the program code of conduct and organization policies.
¢ Meet the performance standards as outlined by the program facilitators.

Confirmation & Next Steps

Please confirm your acceptance by [confirmation deadline] by replying to this letter and submitting
all required documentation.

Should you have questions or require further clarification, kindly contact [Program Coordinator Name]
at [Contact Information].

We look forward to your participation and wish you a successful learning experience.

Sincerely,

[Your Name]

[Your Title/Position]
[Organization Name]
[Organization Contact]
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