
Training Request Letter 

Date: [Insert Date] 

To: [Recipient Name] 

Title: [Recipient Title] 

Company: [Company Name] 

Address: [Company Address] 

Dear [Recipient Name], 

I am writing to formally request training for our team on the Innovation Management System. As 

we strive to enhance our capabilities and stay competitive in our industry, it is crucial to equip 

our staff with the necessary knowledge and skills to effectively use the system. 

We believe that this training will not only improve our workflow but also foster a culture of 

innovation within our organization. We would like to schedule this training at your earliest 

convenience and are open to suggestions regarding the format and duration. 

Thank you for considering our request. We look forward to your positive response. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company] 

[Your Contact Information] 


