Revised Team Training Agenda

Date: [Insert Date]
To: [Team Name]
From: [Your Name]

Subject: Revised Training Agenda

Dear Team,

I hope this message finds you well. Please find below the revised agenda for our upcoming
training session:

Training Agenda

9:00 AM - 9:30 AM: Introduction and Objectives
9:30 AM - 10:30 AM: Module 1: [Topic]

10:30 AM - 11:00 AM: Break

11:00 AM - 12:00 PM: Module 2: [Topic]

12:00 PM - 1:00 PM: Lunch Break

1:00 PM - 2:00 PM: Module 3: [Topic]

2:00 PM - 3:00 PM: Group Exercise

3:00 PM - 3:30 PM: Q&A Session

3:30 PM - 4:00 PM: Closing Remarks

Thank you for your attention. Please review the revised agenda and feel free to reach out if you
have any questions or suggestions.

Best regards,
[Your Name]
[Your Position]



