Date: [Insert Date]

To,

[Employee Name]
[Employee Designation]
[Department]

Subject: Invitation to Employee Training Program
Dear [Employee Name],

We are pleased to invite you to participate in the upcoming employee training program organized by
[Company/Department Name]. This training session aims to enhance your skills and knowledge in
[Training Topic/Focus], contributing to your professional development and further strengthening our
team's effectiveness.

Training Details:

Date: [Training Date]

Time: [Start Time] to [End Time]
Venue: [Training Venue/Location]
Facilitator: [Trainer/Facilitator Name]

Training Objectives:

¢ [Objective 1: e.g., To understand the fundamentals of XYZ]
e [Objective 2: e.g., To develop practical skills in ABC]
¢ [Objective 3: e.g., To encourage collaboration and teamwork]

Agenda:
Time Topic Speaker/Facilitator
09:00 AM - 09:15 AM Registration & Welcome [Facilitator Name]
09:15 AM-10:30 AM Introduction to [Topic] [Trainer Name]
10:30 AM - 10:45 AM Break -
10:45 AM - 12:00 PM Hands-on Session / Group Activity [Trainer Name]
12:00 PM-12:30 PM Q&A and Closing Remarks [Facilitator Name]

Your participation is highly valued, and we encourage you to take full advantage of this opportunity to
grow and excel. Please confirm your attendance by [RSVP Date] by replying to this email or
contacting [Contact Person/Details].

Should you have any questions or require further information, please do not hesitate to reach out.

Sincerely,

[Your Name]

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



