
Team Training Event Details 

Dear Team, 

We are excited to announce an upcoming training event designed to enhance our skills and 

collaboration. Below are the details: 

Event Details: 

• Date: March 15, 2024 

• Time: 9:00 AM - 4:00 PM 

• Location: Conference Room B, Main Office 

• Facilitator: Jane Doe, Senior Trainer 

Agenda: 

1. 9:00 AM - 10:30 AM: Team Building Activities 

2. 10:30 AM - 12:00 PM: Skills Development Session 

3. 12:00 PM - 1:00 PM: Lunch Break 

4. 1:00 PM - 3:00 PM: Workshop on Effective Communication 

5. 3:00 PM - 4:00 PM: Feedback and Q&A 

Please RSVP by March 1, 2024, to confirm your attendance. 

Looking forward to a productive training session! 

Best Regards, 

[Your Name] 

[Your Position] 


