
Reminder: Upcoming Technology Training 

Program 

Dear [Employee's Name], 

This is a friendly reminder of the upcoming Technology Training Program scheduled for [Date] 

at [Time]. The session will take place in [Location/Link if it's virtual]. 

Please ensure you bring your laptop and any necessary materials. Your participation is crucial for 

enhancing our team's technical skills. 

If you have any questions or are unable to attend, please let me know as soon as possible. 

Looking forward to seeing you there! 

Best regards, 

[Your Name] 

[Your Job Title] 

[Your Company] 


