Training Session Schedule

Dear [Employee's Name],
We are pleased to inform you that we will be conducting a series of skill enhancement training
sessions aimed at improving our team's capabilities in [specific skills/technology]. Below are the
details of the upcoming sessions:

o Session 1: [Title of Session 1] - [Date] at [Time] in [Location]

e Session 2: [Title of Session 2] - [Date] at [Time] in [Location]

e Session 3: [Title of Session 3] - [Date] at [Time] in [Location]

Please confirm your availability for these sessions by [RSVP Deadline]. Your participation is
crucial for both personal growth and the overall success of our team.

Thank you for your attention, and we look forward to seeing you at the training sessions.
Sincerely,

[Your Name]

[Your Position]

[Company Name]



