Official training announcement for staff

Subject: Announcement of Upcoming Training Session

Dear Team,

We are pleased to announce that a training session on [Topic] will be held on [Date] at [Time] in
[Venue]. This program has been designed to enhance your knowledge and skills in [specific area],
which will contribute to both personal and professional growth.

Attendance is mandatory for all [relevant department/staff], and materials will be provided in
advance to ensure full preparedness. Please mark your calendars and make the necessary
arrangements to attend.

We look forward to your active participation.

Sincerely,

[Your Name]

[Your Position]
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