
Safety Training Schedule Notification 

Date: [Insert Date] 

To: [Insert Recipient's Name] 

From: [Insert Your Name] 

Subject: Notification of Upcoming Safety Training Session 

Dear [Recipient's Name], 

We are pleased to inform you that a safety training session has been scheduled to enhance our 

workplace safety protocols and ensure compliance with industry standards. Below are the details 

of the training: 

Training Details: 

• Date: [Insert Date] 

• Time: [Insert Start Time] to [Insert End Time] 

• Location: [Insert Location] 

• Facilitator: [Insert Facilitator's Name] 

Your participation is crucial for maintaining a safe working environment. Please ensure that you 

attend this training session. 

If you have any questions or concerns, feel free to contact me directly. 

Thank you for your attention to this important matter. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


