
Corporate Training Program Request 

Date: [Insert Date] 

To: [Insert Recipient's Name] 

Position: [Insert Recipient's Position] 

Company: [Insert Company Name] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request a corporate training program 

for our team at [Your Company Name]. As we continue to strive for excellence and enhance our 

skills, we believe that investing in training is crucial for our growth and productivity. 

We are particularly interested in the following topics: 

• [Training Topic 1] 

• [Training Topic 2] 

• [Training Topic 3] 

The proposed timeline for the training is [Insert Timeline], and we anticipate that this will greatly 

benefit our team in achieving our objectives. 

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

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Contact Information] 


