
Training Program Overview for Franchise 

Employees 

Date: [Insert Date] 

To: [Franchise Employee Name] 

From: [Your Name] 

Subject: Overview of the Upcoming Training Program 

Dear [Franchise Employee Name], 

We are pleased to announce the upcoming Training Program designed specifically for our 

franchise employees. This program aims to equip you with the necessary skills and knowledge to 

excel in your role and enhance our brand's service quality. 

Training Program Details: 

• Duration: [Insert Duration] 

• Location: [Insert Location] 

• Topics Covered:  

o Customer Service Excellence 

o Product Knowledge 

o Sales Techniques 

o Operational Procedures 

• Trainers: [Insert Trainer Names] 

Objectives: 

1. To enhance customer interaction skills. 

2. To improve product understanding. 

3. To boost sales performance. 

Please confirm your attendance by [RSVP Date]. We look forward to your active participation in 

making this training a success. 

Best Regards, 

[Your Name] 

 

[Your Job Title] 

[Your Company Name] 


