
Mandatory Compliance Training Scheduled 

Dear Team, 

We would like to inform you that a mandatory compliance training session for all tech workers 

has been scheduled as follows: 

• Date: [Insert Date] 

• Time: [Insert Time] 

• Location: [Insert Location] / Online Link: [Insert Link] 

This training is essential to ensure that we remain in compliance with industry standards and 

regulations. Please make every effort to attend, as your participation is crucial. 

If you have any questions or conflicts with this schedule, please reach out to your manager. 

Thank you for your attention to this important matter. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 


