
Emergency Training Schedule 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Emergency Training Schedule Notification 

Dear [Recipient Name], 

We are pleased to inform you about the upcoming Emergency Training sessions designed to 

enhance preparedness and response skills. Please find the schedule outlined below: 

Date Time Location Trainer 

[Date 1] [Time 1] [Location 1] [Trainer 1] 

[Date 2] [Time 2] [Location 2] [Trainer 2] 

[Date 3] [Time 3] [Location 3] [Trainer 3] 

Attendance is mandatory for all personnel. Please confirm your availability by [Confirmation 

Deadline]. 

Should you have any questions or require further information, feel free to reach out. 

Thank you for your attention to this important training. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Contact Information] 


