
Job Application Training Program Request 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Email] 

[Your Phone Number] 

[Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to formally request the opportunity to participate in the upcoming Job Application 

Training Program offered by [Company/Organization Name]. With a keen interest in enhancing 

my skills and advancing my career, I believe this training will provide invaluable insights into 

effective job application techniques. 

As a [Your Current Position/Field of Study], I am eager to learn about the latest trends and 

strategies in job applications, resume building, and interview preparation. I am committed to 

applying the knowledge gained from this program to improve my job-seeking efforts and support 

my professional development. 

I appreciate your consideration of my request and look forward to the possibility of gaining from 

this excellent opportunity. Please let me know if you require any additional information. 

Thank you for your time. 

Sincerely, 

[Your Name] 


