
Pre-Training Briefing for Employees 

Date: [Insert Date] 

To: All Employees 

From: [Your Name] 

Subject: Pre-Training Briefing - [Training Program Name] 

Dear Team, 

We are pleased to announce an upcoming training program titled [Training Program Name] 

scheduled for [Date] at [Location]. This program is designed to enhance your skills and provide 

valuable information relevant to our roles. 

Pre-Training Briefing Details 

• Date: [Insert Date] 

• Time: [Insert Time] 

• Location: [Insert Location] 

• Duration: [Insert Duration] 

Please make it a priority to attend this briefing as we will cover essential topics including: 

• Overview of the Training Program 

• Objectives and Expectations 

• Logistics and Resources 

• Q&A Session 

Your participation is crucial for the success of this training initiative. If you have any questions 

prior to the meeting, please feel free to reach out to me. 

Thank you for your attention, and I look forward to seeing all of you at the briefing. 

Best regards, 

[Your Name] 

[Your Job Title] 

[Your Contact Information] 


