
Employee Training Compliance 

Confirmation 

Date: [Insert Date] 

To: [Employee's Name] 

Position: [Employee's Position] 

Store Location: [Store Location] 

Dear [Employee's Name], 

We would like to confirm your successful completion of the mandatory training program 

designed for your role within our retail team. This training is crucial to ensure compliance with 

our company policies and standards as well as enhancing your skills in customer service and 

product knowledge. 

The following training modules have been completed: 

• Customer Service Excellence 

• Product Knowledge 

• Health and Safety Procedures 

• Compliance with Company Policies 

We appreciate your commitment to professional development and compliance. Your 

participation helps maintain our store's high standards and ensures a safe and enjoyable shopping 

experience for our customers. 

If you have any questions or need further assistance, please do not hesitate to contact your 

supervisor. 

Thank you for your dedication. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 

[Contact Information] 


