
Training and Development Communication 

Outline 

1. Introduction 

Purpose of the communication and overview of training objectives. 

2. Audience 

Identify the target audience for the training programs. 

3. Training Programs Overview 

• Program Title 1: Description and objectives. 

• Program Title 2: Description and objectives. 

• Program Title 3: Description and objectives. 

4. Methods of Communication 

Details on how the information will be communicated (email, meetings, etc.). 

5. Schedule and Timing 

Outline of the training schedule and important dates. 

6. Feedback Mechanism 

How participants can provide feedback on the training. 

7. Conclusion 

Summary and call to action for participation in the training programs. 


