
4 Employeed Training Schedule
Email Template

Training Schedule Announcement Email

Subject: Training Schedule Announcement

Hi Team,

We're excited to announce the upcoming training schedule! Please review the details

below and mark your calendars.

Training Topic: [Insert Training Topic Here]

Date: [Insert Date(s) Here]

Time: [Insert Time Here]

Location: [Insert Location Here] (e.g., Conference Room A, Online via Zoom - [Insert

Zoom Link])

[Optional: Add a brief description of the training session. Keep it short and sweet!]

[Optional: Link to training materials or pre-reading.]

Please RSVP by [RSVP Date] so we can get a headcount. You can reply to this email to

confirm your attendance.

If you have any questions, please don't hesitate to reach out to [Contact Person] at

[Contact Email or Phone Number].

We look forward to seeing you there!

Best regards,

The [Your Company Name] Team

[Optional: Add a company logo]

Training Registration Confirmation Email

Subject: Training Registration Confirmed! Get Ready to Level Up!

Hi [Employee Name],

Great news! Your registration for the [Training Name] session on [Date] at [Time] is

confirmed. We're excited to help you boost your skills!

Here are the details:

Training: [Training Name]

Date: [Date]

Time: [Time]

Location: [Location - e.g., Conference Room A or Zoom link: [Zoom Link]]

Trainer: [Trainer Name]

To make the most of this training, please:

Review the attached [Training Agenda/Outline - if applicable].

Complete the [Pre-Training Assignment/Reading - if applicable] by [Date].

Bring a [Laptop/Notebook/Pen - specify what they need to bring].

If the training is online:

Ensure you have a stable internet connection.

Test your audio and video beforehand.

If you have any questions before the training, please don't hesitate to reach out to

[Contact Person/Department] at [Email Address] or [Phone Number].

We look forward to seeing you there!

Best regards,

The [Your Company Name] Team

Pre-Training Reminder Email

Subject: Reminder: Your Upcoming Training - [Training Name]

Hi [Employee Name],

This is a friendly reminder about your upcoming training session: [Training Name].

It's scheduled for:

Date: [Date]

Time: [Time]

Location: [Location/Platform Link]

The purpose of this training is to [briefly state the training's objective, e.g., improve your

skills in X, learn about Y].

To make the most of the session, please:

Review any pre-reading materials (attached or linked here: [Link to Materials]).

Come prepared with any questions you may have.

We're excited to see you there! If you have any questions before the training, please don't

hesitate to reach out to [Contact Person or Department] at [Contact Email or Phone

Number].

See you soon!

Best regards,

[Your Name/Adaface Team]

Post-Training Feedback Request Email

Subject: Share Your Thoughts: Feedback on [Training Program Name]

Hi [Employee Name],

Hope you're doing great!

We're reaching out to gather your feedback on the recently concluded [Training Program

Name] training session held on [Date]. Your insights are super important as they help us

improve future training programs and make them even better for everyone.

It would be awesome if you could spare a few minutes to complete this short survey:

[Link to Survey/Questionnaire]

Your responses are anonymous and will only be used to enhance our training initiatives.

The survey will be open until [Date - e.g., one week from send date].

Thanks a bunch for your time and valuable input!

Best regards,


