
Personalized Technology Training Session Scheduling 

Dear [Recipient's Name], 

We are excited to offer you personalized technology training sessions tailored to meet your 

specific needs. Please find below the proposed schedule: 

Proposed Dates and Times 

• Session 1: [Date] at [Time] 

• Session 2: [Date] at [Time] 

• Session 3: [Date] at [Time] 

If these times are convenient for you, please confirm your attendance. If not, feel free to suggest 

alternative dates and times that would work better. 

We look forward to helping you enhance your technology skills! 

Best regards, 

[Your Name]  

[Your Position]  

[Your Company]  

[Your Contact Information] 


