Invitation to On-site Training

Date: [Insert Date]
To: [Participant Name]
Department/Organization: [Insert Department/Organization Name]

Dear [Participant Name],

We are pleased to invite you to participate in our upcoming On-site Training Program
organized by [Organizer/Company Name]. This important training aims to [insert training
objectives, e.g., "enhance your technical skills," "introduce new compliance
policies"] and is designed to ensure that all participants are well-equipped for continued

success in their roles.
Training Details:

¢ Training Topic: [Insert Training Topic]
¢ Venue: [Location/Address]
e Date(s):
o [e.g., Monday, June 17,2024, 9:00 AM &€" 12:00 PM]
o [e.g., Tuesday, June 18,2024, 1:00 PM a€" 4:00 PM]
¢ Trainer(s): [Trainer Name(s)]

Tentative Agenda:

Welcome & Introduction (15 min)
Session 1: [Topic] (45 min)

Coffee Break (15 min)

Session 2: [Topic] (60 min)

Q&A and Discussion (30 min)
Wrap-up & Closing Remarks (15 min)

2 S

RSVP Instructions:

Kindly confirm your attendance by replying to this email at [contact@email.com] or calling
[Contact Phone] by [RSVP Deadline].

If you have any questions or specific requirements regarding the training, please do not
hesitate to contact us.

We look forward to your valuable participation and an engaging training session.

Sincerely,

[Your Name]

[Your Position/Title]
[Organizer/Company Name]
[Contact Information]
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