TEMPLATE: Training Schedule

Memorandum: To all employees of [insert enterprise name]

Subject:  Strategic Trade Control Training Course

As part of our on-going Internal Compliance Program, a seminar will be held on [insert date here] on [insert topic here].  The program will be held in Room [X] in building [Y] at [insert address here].  It is strongly recommended that all employees with compliance responsibilities attend this seminar.  A sign-up sheet will be circulated on paper as well as by email.  Please contact Mr. [insert name of person responsible for conducting compliance training] to sign up for this training program.

[bookmark: _GoBack]A description of the seminar is attached.



