
Letter of Request to Attend Public Speaking Seminar 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Company/Organization Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to formally request permission to attend the upcoming Public Speaking Seminar 

scheduled for [date] at [location]. I believe that participating in this seminar will greatly enhance 

my skills in public speaking, which is essential for my role as [your job title] at [your 

company/organization]. 

The seminar will cover various topics, including effective communication, audience engagement, 

and overcoming public speaking anxiety. These skills are crucial for my professional 

development and will enable me to contribute more effectively to our team. 

I appreciate your consideration of my request and hope to take advantage of this valuable 

opportunity. Thank you for your attention, and I look forward to your positive response. 

Sincerely, 

[Your Name] 


