Request for Immediate Participant Inclusion

Date: [Insert Date]

To: [Recipient's Name]

[Recipient's Position]

[Organization Name]

[Organization Address]

[City, State, Zip Code]

Dear [Recipient's Name],

I am writing to formally request the immediate inclusion of [Participant's Name] as a participant
in [Project/Program Name]. As you are aware, [Briefly state the reason for inclusion, e.g., their
unique skills, experience, or the pressing nature of the project].

In light of recent developments, having [Participant's Name] on board will significantly enhance
our progress and outcomes. Their expertise in [mention specific relevant skills or experiences] is

essential for achieving our objectives effectively.

Thank you for considering this request at your earliest convenience. | look forward to your
positive response.

Sincerely,

[Your Name]

[Your Position]
[Your Organization]

[Your Contact Information]



