
[Organization Name]
[Organization Address]
[City, State ZIP Code]
[Email Address] | [Phone Number]

Date: [Insert Date]

To: [Employee Name]
[Employee Designation]
[Department]

Subject: Official Invitation to Staff Training Program

Dear [Employee Name],

We are pleased to invite you to participate in the upcoming Staff Training Program organized by [Organization Name].
This training initiative aims to enhance your professional skills and knowledge to better equip you for your responsibilities
and career growth within our organization.

Program Details:

Training Title: [Training Program Title]
Date: [Start Date] to [End Date]
Venue: [Training Venue]
Duration: [Total Duration, e.g., 2 Days]

Program Itinerary:

Date Time Session Topic Facilitator

[Day 1
Date]

09:00 AM - 10:00
AM

Opening & Welcome
Remarks

Program Introduction &
Objectives

[Facilitator
Name]

[Day 1
Date]

10:15 AM - 12:00
PM Session 1 [Topic 1] [Facilitator

Name]

[Day 1
Date]

01:00 PM - 03:00
PM Session 2 [Topic 2] [Facilitator

Name]

[Day 2
Date]

09:00 AM - 11:00
AM Session 3 [Topic 3] [Facilitator

Name]

[Day 2
Date]

11:15 AM - 12:30
PM Session 4 [Topic 4] [Facilitator

Name]

[Day 2
Date]

01:30 PM - 03:00
PM Closing Session Feedback & Certificate

Distribution
[Facilitator
Name]

We strongly encourage your active participation in this training to maximize its benefits. Please confirm your attendance
by [RSVP Deadline Date] to [Coordinator Name, Email, or Contact Information] for necessary arrangements.

Should you require any further information or special assistance, feel free to reach out to the HR department.

We look forward to your valuable participation.

Sincerely,
[Sender Name]
[Sender Title/Designation]
[Department]


