
Workplace Safety Training Announcement 

Dear Team, 

We are committed to ensuring a safe and healthy work environment for all employees. To 

promote workplace safety, we are hosting a mandatory Safety Training Session. 

Date: March 15, 2023 

Time: 10:00 AM - 12:00 PM 

Location: Conference Room A 

This training will cover essential safety protocols, emergency procedures, and the proper use of 

safety equipment. Your participation is crucial to maintain a safe workplace. 

Please RSVP by March 10, 2023, to confirm your attendance. 

Thank you for your attention to this important matter. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Company] 


