Announcement of Ongoing Training [Replace with company letterhead]
Dear employees;
  

A _________________ training will be offered to all _________________ [relevant employees] on _________________ [date] at _________________ [place] from _________________ to _________________. 

  

This training is offered as part of our ongoing _________________ program. We hope that all eligible employees will participate. 

  

To enrol, please call _________________ at _________________. 

  

Sincerely, 

  

  

  

_________________ [name & position]
_________________ [signature]
