
Invitation to Audit Records Retention 

Training Session 

Dear [Recipient's Name], 

We are pleased to invite you to attend our upcoming training session on Audit Records 

Retention. This session aims to enhance your understanding of compliance and the importance of 

maintaining accurate audit records. 

Date: [Insert Date] 

Time: [Insert Time] 

Location: [Insert Location] 

Please confirm your attendance by [RSVP Date]. We look forward to your participation. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Contact Information] 


