
Letter of Submission for Training Program 

Participation 

Date: [Insert Date] 

[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Your Email]  

[Your Phone Number] 

[Recipient Name]  

[Recipient Title]  

[Company/Organization Name]  

[Address]  

[City, State, Zip Code] 

Dear [Recipient Name], 

I am writing to formally submit my application for participation in the [Name of Training 

Program] scheduled to take place on [dates of the training]. I am eager to enhance my skills and 

knowledge in [specific area or field related to the training]. 

Having [briefly describe your background and experience related to the training program], I 

believe that this training will significantly contribute to my professional development and enable 

me to bring valuable insights back to my team. 

Attached are my [CV/Resume, any other required documents], which provide additional details 

about my qualifications. I am looking forward to the opportunity to participate and am eager to 

contribute positively to the program. 

Thank you for considering my application. I hope to hear from you soon. 

Sincerely, 

[Your Name] 


