
You're Invited to Our Business Continuity 

Plan Training Session 

Dear [Employee's Name], 

We are pleased to invite you to a training session on our Business Continuity Plan. This session 

is crucial for ensuring that our team is prepared to handle any unexpected disruptions effectively. 

Date: [Date] 

Time: [Start Time] - [End Time] 

Location: [Location/Zoom Link] 

During this training, you will learn about: 

• The importance of business continuity planning 

• Key components of our Business Continuity Plan 

• Your role in the plan's execution 

Please confirm your attendance by [RSVP Date]. 

We look forward to your participation. 

Best regards, 

[Your Name] 

[Your Position] 

[Company Name] 

[Contact Information] 


