Announcement of Mandatory Training [Replace with company letterhead]
Dear _________________: [group of employees ex. Admin Assistants]
  

A mandatory _________________ training will be held on _________________ [date] at _________________ [place] from _________________ to _________________. All _________________ [group of employees] are expected to attend. 

  

You will need to show proof of completion before you return to work on _________________. [date of return]
  

Any person who is required to attend who fails to attend will not be permitted to _________________. [consequence]
  

If you are ill or have some other pressing commitment that would prevent you from attending this course, speak to your supervisor immediately about attending the course at another time or location. 

  

Sincerely, 

  

  

  

_________________ [name and position]
_________________ [signature]
