
Reminder: Upcoming Training Registration 

Deadline 

Dear [Employee's Name], 

This is a friendly reminder that the registration deadline for the [Training Program Name] is 

approaching on [Deadline Date]. This training is essential for your role as [Employee's Job 

Title]. 

Please ensure that you complete your registration by the due date to secure your spot. 

If you have any questions or need assistance, feel free to reach out. 

Thank you for your attention to this matter. 

Best regards, 

[Your Name] 

[Your Job Title] 

[Company Name] 

[Contact Information] 


