
Request for Professional Training 

Registration 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to formally request registration for the upcoming professional training program 

titled "[Training Program Name]" scheduled to take place on [Start Date] at [Location]. 

As a [Your Job Title/Position] at [Your Organization/Company], I am eager to enhance my skills 

and knowledge in [Specific Area/Skill Related to Training], and I believe this program will 

greatly benefit my professional development. 

I have attached the necessary documents for registration, including my resume and any 

additional required information. I would appreciate confirmation of my registration at your 

earliest convenience. 

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

Sincerely, 

[Your Name] 

[Your Job Title/Position] 

[Your Organization/Company] 


