Subject: Upcoming Regulatory Training Session
Dear [Recipient's Name],

We are pleased to announce an upcoming regulatory training session designed to enhance our
team'’s understanding of the current regulations and compliance requirements.

Details of the Training Session:
o Date: [Insert Date]
e Time: [Insert Time]
e Location: [Insert Location or Virtual Link]
e Duration: [Insert Duration]

This training is mandatory for all staff involved in [insert relevant departments or roles]. We
encourage everyone to actively participate and bring any questions you may have.

Please confirm your attendance by [insert RSVP deadline]. If you have any questions or require
further information, feel free to reach out to [Insert Contact Information].

Thank you for your attention to this important matter.
Best regards,

[Your Name]

[Your Position]

[Your Company]

[Your Contact Information]



