
Scheduled Training Session Notification 

Dear [Recipient's Name], 

We are pleased to inform you that the upcoming training sessions have been scheduled. Please 

find the details below: 

Training Session Details 

• Session Title: [Session Title] 

• Date: [Date] 

• Time: [Start Time] - [End Time] 

• Location: [Location/Platform] 

• Facilitator: [Facilitator's Name] 

Please confirm your availability for the sessions. If you have any questions or require further 

information, feel free to reach out. 

Looking forward to your participation. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


