
Letter of Intent to Join Employee Training 

Initiative 

Date: [Insert Date] 

[Your Name] 

[Your Job Title] 

[Your Department] 

[Company Name] 

[Company Address] 

[Recipient Name] 

[Recipient Job Title] 

[Company Name] 

Dear [Recipient Name], 

I am writing to express my intent to participate in the upcoming employee training initiative 

scheduled for [insert dates]. I believe this program will greatly enhance my skills, contribute to 

my professional growth, and ultimately benefit our team and organization. 

Having reviewed the training curriculum, I am particularly interested in [mention specific topics 

or skills], as I believe these areas align well with my current role and future career aspirations 

within [Company Name]. 

I am committed to leveraging the knowledge and skills gained through this training to further our 

team's objectives and contribute to a collaborative work environment. 

Thank you for considering my application to join this valuable initiative. I look forward to your 

positive response. 

Sincerely, 

[Your Name] 

[Your Contact Information] 


