Training and Awareness for Business
Continuity

Date: [Insert Date]

To: [Employee Name]

From: [Your Name]

Subject: Training and Awareness Session on Business Continuity

Dear [Employee Name],

We are pleased to invite you to participate in an upcoming training and awareness session
focused on Business Continuity Planning (BCP). This training is essential for ensuring that all

employees are equipped with the knowledge and skills necessary to maintain operations during
unforeseen disruptions.

Training Details:
Date: [Insert Date]
Time: [Insert Time]

Location: [Insert Location or Virtual Link]

Agenda:

Introduction to Business Continuity
Understanding Risks and Threats

Roles and Responsibilities in BCP
Contingency Planning and Recovery Strategies
Testing and Maintaining the Plan

Your participation is crucial in fostering a resilient workplace. Please confirm your attendance by
[Insert Confirmation Deadline]. If you have any questions or require further information, do not
hesitate to reach out.

Thank you for prioritizing the continuity and success of our business.

Sincerely,



[Your Name]
[Your Position]
[Your Company]



