
Training Session Request 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Request for Training Session 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request a training session focused on 

[specific training topic] to enhance my skills for upcoming job applications. 

As I prepare to apply for [specific job roles or positions], I believe that this training will equip 

me with the necessary knowledge and expertise. I am particularly interested in learning about 

[specific skills or knowledge areas]. 

I would appreciate it if we could schedule this session at your earliest convenience. I am 

available on [insert available dates and times], but I am more than willing to adjust to fit your 

schedule. 

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

Best regards, 

[Your Name] 

[Your Job Title] 

[Your Contact Information] 


