
Compliance Training Initiative 

Date: [Insert Date] 

To: [Employee Name] 

From: [Your Name/Your Department] 

Subject: Compliance Training Initiative and Follow-Up Plan 

Dear [Employee Name], 

As part of our commitment to maintaining a compliant and ethical workplace, we are launching a 

Compliance Training Initiative aimed at enhancing your understanding of our company policies 

and relevant regulations. 

Training Details 

Training Session: [Insert Training Title] 

Date: [Insert Date] 

Time: [Insert Time] 

Location: [Insert Location] 

Duration: [Insert Duration] 

Follow-Up Plan 

Following the training session, we will conduct a follow-up to ensure understanding and 

compliance with the material covered. This will include: 

• A brief quiz to assess knowledge retention 

• One-on-one meetings to address any questions 

• Feedback forms to improve future training sessions 

Your participation is crucial for our success in fostering a compliant culture. Please confirm your 

attendance by [Insert RSVP Date]. Should you have any questions or require further information, 

feel free to reach out. 

Thank you for your attention to this important initiative. 

Sincerely, 



[Your Name] 

[Your Job Title] 

[Your Company] 


