
Training Course Outline 

Date: [Insert Date] 

To: All Staff Members 

From: [Your Name] 

Subject: Outline for Upcoming Training Course 

Course Title: [Insert Course Title] 

Course Objectives: 

• [Objective 1] 

• [Objective 2] 

• [Objective 3] 

Course Schedule: 

Date Time Topic Instructor 

[Date 1] [Time 1] [Topic 1] [Instructor 1] 

[Date 2] [Time 2] [Topic 2] [Instructor 2] 

Materials Needed: 

• [Material 1] 

• [Material 2] 

• [Material 3] 

Registration: 

Please confirm your participation by [Insert Date] to [Contact Information]. 

Contact Information: 

If you have any questions, feel free to contact me at [Your Email] or [Your Phone Number]. 

Thank you for your attention, and I look forward to your participation! 

Best Regards, 

[Your Name] 

[Your Position] 


