
[Your Company Letterhead] 

[Date] 

[Employee Name]  

[Employee Position]  

[Employee Department]  

[Company Name]  

[Company Address]  

Dear [Employee Name], 

Subject: Training Policy Communication 

We are pleased to communicate our updated training policy, which aims to 

enhance professional development and support our commitment to continuous 

learning within [Company Name].  

The key highlights of the training policy include: 

1. **Eligibility**: All employees are encouraged to participate in 

training programs relevant to their roles. 

  

2. **Training Programs**: A range of training options will be available, 

including workshops, online courses, and conferences. 

  

3. **Funding**: [Specify any funding or reimbursement details related to 

training programs]. 

  

4. **Approval Process**: All training requests must be submitted to 

[Specify the approval authority or HR department] for consideration. 

We believe that this updated policy will provide numerous opportunities 

for personal and professional growth. If you have any questions or need 

further clarification, please do not hesitate to reach out. 

Thank you for your continued commitment to excellence at [Company Name]. 

Sincerely, 

[Your Name]  

[Your Position]  

[Company Name]  

[Contact Information] 


