
Industry-Specific Training Calendar 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Training Calendar for [Industry/Department Name] 

Dear [Recipient's Name], 

We are pleased to present our training calendar for [Year] aimed at enhancing the skills and 

competencies of our team in the [specific industry]. Please find below the tentative schedule for 

the upcoming training sessions: 

Date Training Topic Facilitator Location Duration 

[Date 1] [Topic 1] [Facilitator 1] [Location 1] [Duration 1] 

[Date 2] [Topic 2] [Facilitator 2] [Location 2] [Duration 2] 

[Date 3] [Topic 3] [Facilitator 3] [Location 3] [Duration 3] 

We encourage you to participate actively in these sessions as they are designed to equip you with 

essential skills and knowledge relevant to our industry. 

If you have any questions or require further information, please do not hesitate to contact me. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


