
Sample Invitation Letter for Training Workshop (For Employees)
Date: [Insert Date]

To,
[Employee Name]
[Designation/Department]
[Company/Organization Name]

Subject: Invitation to Attend Training Workshop

Dear [Employee Name],

We are pleased to invite you to participate in our upcoming training workshop titled â€œ[Title of Workshop]â€​, scheduled to take place on
[Date] from [Start Time] to [End Time] at [Venue/Location].

The objective of this workshop is to [briefly describe the goal, e.g., enhance your understanding of latest industry practices, develop
new skills, or improve team collaboration]. This session will be conducted by [Trainer's Name/Organization] and will include interactive
activities, case studies, and group discussions tailored to your professional development.

Workshop Topic: [Topic/Theme]
Date: [Date]
Time: [Time]
Venue: [Location]
Facilitator: [Trainer's Name]

Your participation is highly valued and will contribute greatly to both your own growth and the success of our team. Please confirm your
attendance by [RSVP deadline] to [Contact Person] at [Email/Phone Number].

Should you require any further information, feel free to contact us.
We look forward to your positive response.

Best regards,

[Your Name]
[Your Designation]
[Company/Organization Name]
[Contact Information]
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