Invitation to Mandatory Training Session

Dear [Employee Name],

We are pleased to invite you to a mandatory training session scheduled for [Date] at [Time]. The
training will take place at [Location/Platform].

This session is essential for enhancing your skills and ensuring compliance with our company
policies. The main topics covered will include:

e [Topic1]
e [Topic 2]
e [Topic 3]

Please confirm your attendance by [RSVP Date]. If you have any questions, feel free to contact
[Contact Person] at [Contact Information].

Thank you for your attention to this important matter.
Best regards,
[Your Name]

[Your Position]
[Your Company]



