
Letter of Invitation 

Date: [Insert Date] 

To: [Recipient's Name] 

Subject: Invitation to IT Governance Framework Training and Awareness Session 

Dear [Recipient's Name], 

We are pleased to invite you to participate in our upcoming IT Governance Framework Training 

and Awareness session, scheduled for [Insert Date] at [Insert Location/Platform]. This training 

aims to enhance your understanding of our IT governance model and its significance in ensuring 

that our IT initiatives align with the organization's overall objectives. 

Key details of the training session are as follows: 

• Date: [Insert Date] 

• Time: [Insert Start Time] - [Insert End Time] 

• Location: [Insert Location/Link to Virtual Meeting] 

• Duration: [Insert Duration] 

The agenda will cover: 

• Overview of IT Governance Framework 

• Roles and Responsibilities 

• Compliance and Risk Management 

• Case Studies and Best Practices 

Your participation is vital as we collectively strive for excellence in our IT governance practices, 

ensuring that we are equipped to navigate the complexities of today's digital landscape. 

Please confirm your attendance by [Insert RSVP Date]. Feel free to reach out if you have any 

questions or need further information. 

Thank you, and we look forward to seeing you there! 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Contact Information] 



[Your Organization] 


