
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

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

training in project management skills to enhance my capabilities within 

[Company/Organization Name]. As we continue to take on more complex 

projects, I believe that developing my skills in this area will not only 

benefit my professional growth but also contribute positively to our 

team's success. 

I have identified a few training programs that focus on key project 

management principles, including planning, resource allocation, risk 

management, and team collaboration. I believe that acquiring these skills 

will enable me to manage our projects more effectively and ensure timely 

delivery of results. 

I would appreciate the opportunity to discuss this request further and 

explore potential training options that align with our organization's 

goals. Thank you for considering my request, and I look forward to your 

positive response. 

Sincerely,  

[Your Name]  

[Your Job Title]  

[Company/Organization Name] 


