Training Letter From Company

[Company Name]

[Company Address]

[City, State, Zip Code]

[Company Email Address]
[Company Phone Number]

[Date]

[Employee’s Full Name]
[Employee’s Position]

[Employee’s Department/Division]

Subject: Invitation to Participate in [Training Program Name]

Dear [Employee’s Name],

We are excited to announce the [Training Program Name], a comprehensive training
program designed to enhance your professional skills and knowledge. Your participation in
this program is a testament to our commitment to your professional growth and
development within [Company Name].

Training Details:

¢ Dates: [Start Date] to [End Date]

¢ Time: [Start Time] — [End Time]

¢ Venue: [Training Location]

¢ Facilitator: [Facilitator's Name]

This training program will cover [Brief Description of Training Content], which is crucial for
your role in [Employee’s Department/Division]. The sessions are structured to be interactive,
providing practical skills and knowledge that can be directly applied to your work.

Please RSVP by [RSVP Deadline] to [Contact Person’s Name] at [Contact Email/Phone]. If
you have any special requirements or questions about the training, please let us know.
Your participation is not only valuable for your personal growth but also contributes
significantly to the team and our company as a whole. We are confident that this training
will be a positive and enriching experience for you.

Thank you for being a part of [Company Name]. We look forward to your active involvement
in the training program.

Sincerely,

[Your Name]

[Your Position]

[Company Name]



