
Skills Enhancement Schedule 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Skills Enhancement Schedule for [Specific Skill or Program] 

Dear [Recipient's Name], 

I am pleased to provide you with the skills enhancement schedule designed to enhance your 

competencies in [specific area/skill]. Below are the details: 

Schedule Overview 

Date Time Activity Location 

[Date 1] [Time 1] [Activity 1] [Location 1] 

[Date 2] [Time 2] [Activity 2] [Location 2] 

Additional Information 

Please ensure you bring the necessary materials for each session. If you have any questions or 

need further assistance, feel free to reach out to me. 

Best Regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


