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

A unique training opportunity has become available to the employees of _________________: __________________. [company name: department] 

  

The program will take place on _________________ [date] at _________________ [place] from _________________ to _________________. 

  

Seating space is limited, so we encourage you to make your reservation immediately. Call _________________ at _________________ to ensure your reservation. This program promises to be extremely informative. We hope that all eligible employees will attend. 

  

Sincerely, 

  

  

  

_________________ [name & position]
_________________ [signature]
