
Training Session Highlights Review 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Highlights from Recent Training Session 

Overview 

I am pleased to share the key highlights from our recent training session held on [Insert Date]. 

The session was aimed at [Insert Objectives]. 

Key Highlights 

• Session Title: [Insert Title] 

• Facilitator: [Insert Facilitator Name] 

• Participants: [Insert Number of Participants] 

• Main Topics Covered: 

o [Insert Topic 1] 

o [Insert Topic 2] 

o [Insert Topic 3] 

• Feedback Received: [Insert Summary of Feedback] 

Next Steps 

Based on the feedback and outcomes of the session, we will [Insert Next Steps]. 

Conclusion 

Thank you for your participation in the training session. Your input is invaluable to our 

continuous improvement. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Contact Information] 


