
Request to Attend Educational Workshop 

Series 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

Email: [Your Email] 

Phone: [Your Phone Number] 

 

[Recipient Name] 

[Recipient Title] 

[Institution/Organization Name] 

[Address] 

[City, State, Zip Code] 

 

Dear [Recipient Name], 

I am writing to formally request permission to attend the upcoming educational workshop series 

titled "[Workshop Title]" organized by [Organizer's Name] on [Workshop Dates]. I believe that 

participating in this workshop will greatly enhance my skills and knowledge in [specific area or 

field]. 

The workshop will cover essential topics such as [Briefly list topics], which are crucial for my 

personal and professional development. 

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

 

Sincerely, 



[Your Name] 

[Your Job Title/Position] 


