Dear [Trainer's Name],

| hope this message finds you well.
We are pleased to invite you to lead a training session for our team
on [specific topic].

Your expertise and experience in this area make you the ideal
trainer to help our team develop valuable skills and knowledge.

Session Details:

e Date: [Preferred Date]

e Time: [Preferred Time]

e Duration: [Estimated duration]

e Location: [In-person address [ Virtual platform link]

The session will focus on [brief description of key learning
objectives or topics you'd like covered]. We believe this will
significantly benefit our team, and we are excited to work with you
to make it a valuable learning experience.

ZASource materials:

Please let us know if this date and time works for you, and if there
are any specific materials or requirements you'd like to request.

Kind Regards,
Signature



Dear [Participant's Name],

We are excited to invite you to a [Session Name]!

This session is designed to [the goal], and will be a valuable
opportunity for us to connect, learn, and grow together.

Session Details:

e Topic: [Session Topic]

e Date: [Date]

e Time: [Start Time] to [End Time, including time zone]
e Meeting Link: [Insert Link Here]

Agenda

Welcome and Introduction — [Time, e.g., 5 minutes]
Session Objectives — [Brief Description, Time]

Key Topics) Activities — [List activities or discussion points]
Q&A/Discussion — [Time]

Wrap-up and Next Steps — [Time]

How to Prepare
e Please come ready with [any pre-work, e.g., "questions on XYZ,'
"notes on project priorities," "ideas for improvement”].
o [Optional: Dress code or anything special to bring]

We look forward to your participation and insights!



