
Training Schedule Notification 

Dear [Supplier Name], 

We hope this message finds you well. We are reaching out to inform you about the upcoming 

training sessions that we have scheduled for our collaboration. 

Training Details: 

• Training Topic: [Topic Name] 

• Date: [Date] 

• Time: [Time] 

• Location: [Location or Virtual Link] 

• Duration: [Duration] 

Please confirm your attendance by [RSVP Date]. We believe that this training will be beneficial 

in enhancing our partnership and improving our processes. 

Should you have any questions or require further information, feel free to contact us at [Your 

Contact Information]. 

Thank you, and we look forward to your participation. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


