
[Your Name]  

[Your Job Title]  

[Your Company/Organization Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Job Title]  

[Recipient Company/Organization Name]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Official Request for Training  

I hope this message finds you well. I am writing to formally request 

approval for [specific training program or course name] taking place from 

[start date] to [end date]. This training is designed to enhance my 

skills in [specific skills or knowledge areas relevant to your job role].  

The key details regarding the training are as follows:  

- **Training Program:** [Training Program Name]  

- **Provider:** [Provider Name]  

- **Cost:** [Total Cost]  

- **Location:** [Location or Format (in-person/online)]  

Participating in this training will provide several benefits to our team 

and the organization, including:  

- [List specific benefits]  

- [List specific benefits]  

- [List specific benefits]  

I believe that this training aligns well with our department goals and 

will support my professional development within the company.  

I kindly ask for your approval to proceed with this training opportunity. 

Thank you for considering my request. I am looking forward to your 

positive response.  

Sincerely,  

[Your Name]  

[Your Job Title] 


