
Invitation to User Training Session 

Dear [User's Name], 

We are excited to invite you to our upcoming user training session designed to help you 

maximize the use of [Product/Software Name]. 

Date: [Insert Date] 

Time: [Insert Time] 

Location: [Insert Location or Online Link] 

During this session, you will learn: 

• Key features and functionalities 

• Best practices for usage 

• How to troubleshoot common issues 

Please confirm your attendance by [RSVP Date]. We look forward to seeing you there! 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Contact Information] 


