Registration Request for Training Course

Date: [Insert Date]

To: [Recipient's Name]
[Institution/Organization Name]
[Address]

Dear [Recipient's Name],

| hope this message finds you well. 1 am writing to formally request registration for the [Name of
Training Course] scheduled to be held on [Start Date] at [Location].

As a [Your Position/Role] at [Your Company/Organization Name], | believe that participating in
this training will enhance my skills and contribute to my professional development.

Kindly find my personal details below for your reference:
Name: [Your Name]
Email: [Your Email]

Contact Number: [Your Contact Number]
Company/Organization: [Your Company]

I would appreciate it if you could confirm my registration at your earliest convenience. Thank
you for considering my request.

Best regards,

[Your Name]

[Your Position]

[Your Company/Organization]



