
Professional Development Training 

Notification 

Dear [Employee Name], 

We are pleased to inform you that you have been scheduled to attend a Professional 

Development Training on [Date] from [Start Time] to [End Time]. The training will take place at 

[Location] and will focus on [Training Topic]. 

Please make sure to come prepared with any required materials and questions you may have 

regarding the subject matter. This training is an excellent opportunity to enhance your skills and 

contribute to your professional growth. 

If you have any questions or need further information, feel free to reach out to [Contact Person] 

at [Contact Email/Phone Number]. 

Thank you for your commitment to professional development. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 


