Confirmation of Training with Special Diet Request [Replace with department letterhead]
Dear _________________: [name of addressee]
  

I will attend _________________ training on _________________ [date] at _________________ [place] from _________________ [time] to _________________ [time]. 

  

Please note that I have special dietary requirements. I need a _________________ lunch and dinner during the program. If you are unable to make arrangents to meet this need, please let me know as soon as possible so that I can bring suitable food from my home. 

  

Thank you for your help. I look forward to attending the training. 

  

Sincerely, 

  

  

  

_________________ [name]
_________________ [signature]
