
Request for Attendance 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request your attendance at the 

upcoming healthcare provider training session scheduled for [Date] at [Location]. This training 

will cover essential topics such as [List key topics], and it is crucial for enhancing our team's 

skills and knowledge. 

Your expertise in [Recipient's area of expertise] would greatly contribute to the discussion, and 

your participation would benefit all attendees. Please confirm your availability at your earliest 

convenience. 

Thank you for considering this request. I look forward to your positive response. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Contact Information] 


