
Professional Letter Confirming Training Date

Subject: Training Session Date Confirmation

Dear [Recipient Name],

This letter serves to confirm that your training session is scheduled for [Date] at [Time]. Please

arrive 15 minutes early and bring the necessary documents as outlined in our previous

communication.

Thank you for your attention.

Sincerely,

[Your Name]

Get more templates here: https://www.lettersandtemplates.com/letters/date-confirmation-letter


