Employee Training Notification

Dear [Employee Name],
We are pleased to inform you that you have been selected to participate in a training program
aimed at enhancing service improvement within our organization. This training is an excellent
opportunity to develop your skills and contribute to our team's success.
Training Details:

o Date: [Insert Date]

e Time: [Insert Time]

e Location: [Insert Location]

o Duration: [Insert Duration]
The training will cover essential topics including:

« Enhanced Communication Skills

o Customer Service Excellence

e Problem-Solving Techniques

Please confirm your attendance by [Insert Confirmation Deadline]. If you have any questions or
require further information, feel free to reach out.

Thank you for your commitment to service excellence!
Sincerely,

[Your Name]

[Your Job Title]

[Your Company]



