
Training Session Confirmation 

Date: [Insert Date] 

To: [Participant's Name] 

From: [Your Organization's Name] 

Subject: Confirmation of Training Session 

 

Dear [Participant's Name], 

We are pleased to confirm your participation in the upcoming training session on [Training 

Topic], scheduled for [Date] at [Location]. The session will commence at [Start Time] and is 

expected to conclude at [End Time]. 

This training aims to enhance your skills in [Brief Description of Training Objectives]. 

Please ensure that you bring [Any Required Materials or Tools] with you, and feel free to contact 

us if you have any questions. 

We look forward to seeing you there! 

 

Best regards, 

[Your Name] 

[Your Position] 

[Your Organization's Name] 

[Contact Information] 


