Notification of Upcoming Employee Training
Workshops

Date: [Insert Date]
To: All Employees
From: [Your Name]

Subject: Upcoming Employee Training Workshops

Dear Team,

We are excited to announce a series of training workshops designed to enhance your skills and
professional development. Please see the details below:

Workshop Title: [Workshop Title]

Date: [Workshop Date]

Time: [Workshop Time]

Location: [Workshop Location]

Duration: [Duration]

Facilitator: [Facilitator's Name]

Description: [Brief Description of the Workshop]

Please register your attendance by [Registration Deadline]. If you have any questions, feel free to
reach out to [Contact Person/Email].

We encourage everyone to take advantage of these valuable learning opportunities!

Best regards,
[Your Name]
[Your Position]

[Company Name]



