
Virtual Training Schedule Update 

Dear Team, 

We hope this message finds you well. We are writing to inform you about the updated schedule 

for our upcoming virtual training sessions. 

Updated Training Schedule 

• Session 1: Introduction to Virtual Tools - Date: March 5, 2024, Time: 10:00 AM - 12:00 

PM 

• Session 2: Effective Online Communication - Date: March 12, 2024, Time: 10:00 AM - 

12:00 PM 

• Session 3: Time Management in Remote Work - Date: March 19, 2024, Time: 10:00 AM 

- 12:00 PM 

Please make sure to update your calendars accordingly. Links to the sessions will be sent out a 

day prior to the events. 

If you have any questions or concerns, feel free to reach out. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Organization] 


