
Badge Request for Professional Workshop 

Date: [Insert Date] 

To Whom It May Concern, 

I am writing to formally request the issuance of a specific badge for the upcoming professional 

workshop titled "[Workshop Title]" scheduled to take place on [Insert Dates] at [Location]. 

As a [Your Title/Position] at [Your Organization/Company], I am eager to participate in this 

workshop to enhance my skills and knowledge in [Relevant Topic/Field]. The badge will allow 

me access to all sessions and networking opportunities, which are crucial for both my 

professional development and contribution to the workshop. 

Details of the badge request are as follows: 

• Full Name: [Your Full Name] 

• Email Address: [Your Email Address] 

• Organization: [Your Organization/Company] 

• Position: [Your Job Title] 

• Workshop Registration ID: [Your Registration ID] 

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

to engage in this enriching experience. 

Sincerely, 

[Your Full Name] 

[Your Phone Number] 

[Your Email Address] 


