Skills Training Reimbursement Application

Date: [Insert Date]

[Your Name]

[Your Address]

[City, State, Zip Code]
[Your Email Address]
[Your Phone Number]

To: [Recipient's Name]
[Company/Organization Name]
[Company Address]

[City, State, Zip Code]

Dear [Recipient's Name],
I hope this message finds you well. I am writing to formally request reimbursement for the skills
training program | recently completed, which was undertaken to further enhance my professional
development and contribute to the goals of [Company/Organization Name].
The details of the training are as follows:

e Course Title: [Insert Course Title]

o Date Attended: [Insert Date]

e Cost of Training: [Insert Amount]

The training has equipped me with [mention specific skills or knowledge gained], which |
believe will positively impact my performance and productivity in my role as [Your Job Title].

| have attached the relevant receipts and documentation for your review and consideration. |
appreciate your support in this matter and look forward to your favorable response.

Thank you for your time and assistance.

Sincerely,
[Your Name]



