
Dear [Team/Manager's Name], 

I hope this message finds you well. I am writing to request your participation in an upcoming 

collaborative software training session scheduled for [date] at [time]. This training is designed to 

enhance our team's efficiency and effectiveness in using [software name]. 

As we continue to work on [specific projects or tasks], it is essential that we are well-versed in 

the tools available to us. The training will cover: 

• Overview of features and functionalities 

• Best practices for collaboration 

• Hands-on exercises and Q&A session 

Your participation would be invaluable, and I believe the insights gained will significantly 

benefit our workflow and team dynamics. Please confirm your availability by [RSVP date]. 

Thank you for considering this opportunity for professional development. Feel free to reach out 

if you have any questions. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


