
Training Opportunity Acceptance 

Date: [Insert Date] 

Recipient Name 

Recipient Title 

Company/Organization Name 

Address Line 1 

Address Line 2 

City, State, Zip Code 

Dear [Recipient Name], 

I am writing to formally accept the training opportunity for [Name of Training Program] 

scheduled for [Start Date]. I am excited about the prospects this training offers and am eager to 

develop my skills further. 

Thank you for this incredible opportunity. I look forward to participating and gaining valuable 

insights that will contribute to my professional growth. 

If you need any additional information or documentation from my side before the training 

begins, please let me know. 

Thank you once again. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Company/Organization] 

[Your Contact Information] 


