
Invitation to Internal Policy Training 

Dear [Employee's Name], 

We are pleased to invite you to attend our upcoming Internal Policy Training session. This 

training is essential for all employees to ensure compliance and understanding of our company 

policies. 

Date: [Insert Date] 

Time: [Insert Start Time] to [Insert End Time] 

Location: [Insert Location] 

Please confirm your attendance by replying to this email by [RSVP Date]. Your participation is 

important for maintaining a knowledgeable and compliant workplace. 

Thank you for your attention to this important matter. 

Best regards, 

[Your Name] 

[Your Job Title] 

[Company Name] 

[Contact Information] 


