
Overview of Hospitality Management 

Training 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Overview of Hospitality Management Training 

Dear [Recipient's Name], 

I hope this letter finds you well. I am writing to provide an overview of the upcoming Hospitality 

Management Training scheduled for [insert dates]. This training is designed to enhance skills and 

knowledge in various aspects of hospitality management. 

Training Objectives 

• To develop leadership and management skills. 

• To understand the fundamentals of customer service. 

• To learn about operational management in the hospitality industry. 

• To explore marketing strategies specific to hospitality. 

• To assess financial performance and budgeting processes. 

Training Schedule 

The training will be held over [insert number] days and will include a mix of lectures, group 

discussions, and hands-on activities. A detailed schedule will be provided prior to the training. 

Target Audience 

This training is aimed at current and aspiring hospitality professionals, including managers, 

supervisors, and team leaders in the industry. 

We look forward to your participation in this enriching training program. Please feel free to 

reach out with any questions or for further clarification. 

Best regards, 

[Your Name] 

[Your Job Title] 



[Your Contact Information] 


