
Follow-Up Training Session Report 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Follow-Up on Training Session Conducted on [Insert Training Date] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to provide you with a report concerning the 

follow-up training session held on [Insert Date]. The objective of this session was to reinforce 

the concepts that were introduced during the initial training, as well as to address any questions 

or challenges that participants encountered. 

Summary of Attendance 

The follow-up session was attended by [Insert Number] participants, including [List Notable 

Participants if any]. 

Key Topics Covered 

• Topic 1 - [Brief Description] 

• Topic 2 - [Brief Description] 

• Topic 3 - [Brief Description] 

Participant Feedback 

Feedback from the participants was generally positive, with many expressing [Summarize 

Feedback]. Specific comments included: 

• [Comment 1] 

• [Comment 2] 

• [Comment 3] 

Next Steps 

To ensure continued learning and improvement, we suggest the following next steps: 

• [Next Step 1] 

• [Next Step 2] 



• [Next Step 3] 

Thank you for your ongoing support and participation. Should you have any questions or require 

further information, please do not hesitate to reach out. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


