Sub: Seminar on________(TRAINING PROGRAMMES) 

We are in receipt of an invitation from ____________ wherein they have invited us to attend ________programmes. The details are as under:

1. Subject matter:        

2. Day, date,
time and venue: 

3. Fees:                          

We may if approved, send the following to attend the same:

_______________________(employees)

_______________________

Submitted please.

MGR HR

COO for approval please

