
Workshop Participation Approval Request 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Request for Approval to Participate in [Workshop Name] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request your approval for my 

participation in the upcoming [Workshop Name] scheduled for [dates] at [location]. This 

workshop is organized by [Organizer's Name] and will cover various topics relevant to [briefly 

describe the relevance to your role or department]. 

Participating in this workshop will provide me with valuable insights and skills that I can apply 

to my work, particularly in [explain how it benefits your work or the organization]. The cost of 

attending the workshop is [mention any costs], and I believe it would be a worthwhile 

investment. 

I appreciate your consideration of my request and look forward to your positive response. 

Thank you very much. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


