
[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Title] 

[Organization Name] 

[Organization Address] 

[City, State, Zip Code] 

Subject: Interest in Attending Training Course 

Dear [Recipient's Name], 

I am writing to express my interest in the upcoming training course titled "[Course Title]" 

scheduled for [Course Dates]. I believe this training will greatly enhance my skills in [Relevant 

Skills/Area], which is essential for my professional growth. 

I am particularly drawn to this course because [Reason for Interest in the Course]. I am confident 

that my participation will not only benefit me but also contribute positively to my team and the 

organization. 

Please let me know the registration process and any prerequisites that I need to fulfill. I look 

forward to your positive response. 

Thank you for considering my request. 

Sincerely, 

[Your Name] 


