[Letter Template #1]

Hello, [Team Lead/Manager/Etc]!

As part of my professional development, I’d like to pursue additional training to help me further improve and develop my skills in my role [insert role here]. Below are the details of the training that I would like to attend: Leadership Launch: The IEP Method® 2-Day Accelerator Training offered by Active Choices, Inc. Will you please review the information and budget and let me know if you require further information? Space is limited, so I am eager to confirm my seat for the training. I am confident that participating in this program will enable me to contribute more effectively to our team and achieve better results in my role.

Here are the key details of the training program:

Program Name: Leadership Launch: The IEP Method® 2-Day Accelerator Training
Training Provider: Active Choices, Inc.
Dates/Time Commitment: Approx. 18 Hours — Full-day in-person training on Thursday, Sept. 14 and Friday Sept. 15, plus 1 hour virtual pre- and post-training sessions on Thursday, Aug. 31st and Thursday, Sept. 28th.
Location: In-Person Training in Ann Arbor, Michigan
Program Objectives: Leadership Presence, Accountability, Team Building, Professional Impact, Collaboration Skills, Improving Individual/Team Alignment and Communication, Increasing Performance and Impact

I would like to outline the reasons why I believe attending this training is a worthwhile investment for our company:

· Skill Enhancement: The training will provide me with valuable knowledge and skills in [specific area] that I can directly apply to my role. This will enable me to perform my responsibilities more efficiently and contribute to the overall growth of our team.
· Professional Growth: Participating in this training program will contribute to my professional development and help me stay updated with the latest industry trends and best practices. I will be able to bring new ideas and strategies to our team, enhancing our collective knowledge and expertise.
· Increased Productivity: By acquiring new skills and knowledge, I will be able to work more effectively and efficiently, leading to improved productivity. This will ultimately benefit our team and contribute to the achievement of our goals, such as [add goals here].
· Cost Savings: Investing in my professional development now will help prevent potential setbacks and costly mistakes in the future. The skills I gain from this training can contribute to process improvements, optimized workflows, and better decision-making, resulting in long-term cost savings for our company.
· Continued Learning Culture: By supporting my participation in this training program, our company demonstrates a commitment to fostering a culture of continuous learning and growth. This can have a positive impact on employee morale, engagement, and retention.

I have thoroughly researched this training program, and I believe it aligns perfectly with our company's goals and objectives. You can learn more about the program here. The total cost of the program is $3,000, and travel/hard costs are estimated at [$X]. I would like to request a budget allocation of [Amount] to cover these expenses.

I assure you that I will diligently apply the knowledge and skills gained from this training program to benefit our team and contribute to our company's success. I am committed to providing a detailed report upon completion of the training, outlining key takeaways and action plans for implementation.

Thank you for considering my request. I genuinely believe that attending this training program will be an investment in my professional growth and our company's success. I am more than willing to discuss this further or provide any additional information you may require.

I appreciate your time and consideration, and I look forward to your support either way.

Energetically,

[Your Name]
