
Compliance Training Participation 

Confirmation 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Position] 

[Company/Organization Name] 

[Company Address] 

Dear [Recipient's Name], 

This letter is to confirm your participation in the upcoming Compliance Training session 

scheduled for [Insert Date and Time]. The training will take place at [Insert Location or specify 

if it is virtual]. 

The purpose of this training is to ensure that all employees are aware of and comply with 

relevant regulations and standards. Your attendance is important to maintain our commitment to 

compliance and ethical practices. 

Please prepare by reviewing the materials provided in advance, as this will facilitate a more 

effective training session. Should you have any questions or require further information, feel free 

to reach out at [Insert Contact Information]. 

We appreciate your commitment to compliance and look forward to your active participation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company/Organization Name] 

[Contact Information] 


