
Communication Regarding Advanced 

Training Certification Assessments 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Advanced Training Certification Assessments 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to inform you about the upcoming assessments 

for the Advanced Training Certification program. These assessments are designed to evaluate the 

skills and knowledge you have acquired throughout the training. 

The schedule for the assessments is as follows: 

• Assessment Date: [Insert Date] 

• Time: [Insert Time] 

• Location: [Insert Location] 

Please ensure that you review all relevant materials and are prepared for the evaluation. Should 

you have any questions or require further information, do not hesitate to reach out. 

Thank you for your attention to this matter. We wish you the best of luck in your assessments. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


