
Invitation to Medication Administration 

Training Session 

Dear [Recipient's Name], 

We are pleased to invite you to attend our upcoming Medication Administration Training session 

scheduled for [Date] at [Time]. The training will take place at [Location]. 

This session is designed to enhance your skills and ensure compliance with current medication 

administration protocols. It will cover essential topics including: 

• Understanding medication types and classifications 

• Safe administration practices 

• Documentation and record-keeping 

• Handling medication errors 

Please confirm your attendance by [RSVP Deadline] by replying to this email or contacting 

[Contact Person] at [Contact Information]. 

We look forward to your participation! 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Organization] 


