Request for Leadership Training Seminar

Date: [Insert Date]

[Your Name]

[Your Job Title]

[Your Company/Organization]

[Your Address]

[City, State, Zip Code]

[Your Email]

[Your Phone Number]

To: [Recipient's Name]

[Recipient's Job Title]

[Recipient's Company/Organization]

[Recipient's Address]

[City, State, Zip Code]

Dear [Recipient's Name],

| am writing to formally request approval to attend the upcoming Leadership Training Seminar
scheduled for [Insert Dates] in [Location]. This seminar is a valuable opportunity for
professionals seeking to enhance their leadership skills.

Participating in this seminar will allow me to gain insights on effective leadership strategies,
team management, and personal development which | can apply directly to my role at [Your
Company]. | believe that this investment in my professional growth will greatly benefit our team
and contribute to our overall success.

The costs associated with the seminar are as follows:

Registration Fee: [Insert Amount]

Travel Expenses: [Insert Amount]

Accommodation: [Insert Amount]
Total: [Insert Total Amount]



| have attached a detailed itinerary and additional information about the seminar for your review.
| am confident that the knowledge and networking gained from this experience will be
advantageous to our organization.

Thank you for considering my request. | look forward to your positive response.
Sincerely,
[Your Name]

[Your Job Title]



