
Subject: Request for Participation in Emergency 

Preparedness Training 

[Your Name] 

[Your Job Title] 

[Your Organization] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Job Title] 

[Recipient's Organization] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to formally request participation in the upcoming Emergency Preparedness Training 

scheduled for [date] at [location]. As part of [your organization/department], I believe that this 

training will enhance my skills and knowledge in emergency response and preparedness, 

ultimately benefiting our team and the community we serve. 

Given the increasing frequency of emergencies, it is imperative that our organization is well-

equipped to handle such situations effectively. Therefore, I am eager to learn from the experts 

and gain valuable insights that I can share with my colleagues afterwards. 

I appreciate your consideration of my request and look forward to your positive response. Please 

let me know if there are any forms or additional information I need to provide. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Job Title] 


