
Approval Letter for Workshop Attendance 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Position] 

[Company/Organization Name] 

[Company/Organization Address] 

Dear [Recipient's Name], 

I am pleased to inform you that your request to attend the [Workshop Title] scheduled on 

[Workshop Date] at [Workshop Location] has been approved. Your participation in this 

workshop will provide you with valuable insights and skills that will benefit both your 

professional development and our organization. 

Please ensure that you complete any necessary preparations prior to the workshop, including 

travel arrangements and meeting any pre-workshop requirements. 

We appreciate your commitment to enhancing your skills and look forward to your feedback 

after the event. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company/Organization Name] 

[Your Contact Information] 


