
Request for Participation in Continuous 

Learning Sessions 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Organization] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request your participation in our 

upcoming continuous learning sessions designed to enhance professional development and share 

industry best practices. 

The sessions will be held on [insert dates] at [insert location or online platform], and will cover 

various topics, including [list a few topics]. Your expertise would greatly contribute to the 

discussions and enrich the learning experience for all participants. 

If you are interested, please confirm your participation by [insert response deadline]. Should you 

have any questions or require further details, do not hesitate to reach out to me. 

Thank you for considering this opportunity. I look forward to your positive response. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 


