TO: <Manager's name and dept.>

RE: Sexual Harassment Training
 On <date>, the human resources staff will conduct employee training on the important issue of sexual harassment.

Sexual harassment in the workplace is unlawful and <company name> is committed to a policy of "zero tolerance."  Therefore, full employee attendance is expected and is mandatory.

The training will take place in <training room location> and will begin promptly at <time>.  The entire program should last no more than <insert number of minutes, hours>.

Please contact a member of the human resources staff by <date> with a confirmation of your planned attendees.  If one of your employees cannot attend the program as planned, you must contact the human resources staff to make arrangements for an alternative date and time.

<signed>

 <CEO name>

<date>
