
Training Program Outline 

Date: [Insert Date] 

To: [Participant's Name] 

From: [Your Name] 

Subject: Outline for Upcoming Training Program 

Training Program Overview 

The purpose of this training program is to enhance skills and knowledge in [specific area]. 

Agenda 

• Introduction - [Time] - Overview of training goals. 

• Module 1: [Module Title] - [Time] - Description of content. 

• Module 2: [Module Title] - [Time] - Description of content. 

• Break - [Time] - Refreshments provided. 

• Module 3: [Module Title] - [Time] - Description of content. 

• Q&A Session - [Time] - Open floor for questions. 

• Conclusion - [Time] - Summary of key takeaways. 

Logistics 

Location: [Insert Location] 

Duration: [Insert Duration] 

Materials Needed: [List of materials] 

Contact Information 

If you have any questions, please feel free to contact me at [Your Email] or [Your Phone 

Number]. 

Looking forward to your participation! 

Sincerely, 

[Your Name] 



[Your Position] 

[Your Organization] 


