
Notice of Finalized Training Session Details 

Dear Team, 

We are pleased to inform you that the details for the upcoming training session have been 

finalized. Please find the information below: 

Training Session Details 

• Session Title: Effective Communication Skills 

• Date: March 15, 2023 

• Time: 10:00 AM - 2:00 PM 

• Location: Conference Room B 

• Trainer: John Doe, Communication Expert 

Please ensure your attendance as this session is essential for your professional development. 

If you have any questions, feel free to reach out to the HR department. 

Best regards, 

Your Name 

Your Position 

Company Name 


