
Employee Training Session Notification 

Dear [Employee's Name], 

We are pleased to inform you that you have been selected to participate in an upcoming training 

session scheduled for [Date] at [Time]. The training will take place at [Location]. 

The session will cover [Brief Description of Training Topics] and aims to enhance your skills 

and knowledge in [Relevant Area]. 

Please confirm your attendance by [RSVP Deadline Date]. Should you have any questions, feel 

free to contact [Contact Person] at [Contact Email/Phone Number]. 

We look forward to your participation! 

Best regards, 

[Your Name] 

[Your Position] 

[Company Name] 

[Contact Information] 


