
Reimbursement Justification for Skills 

Training 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to formally request reimbursement for the skills training program I recently 

completed, which I believe significantly contributes to my professional development and career 

advancement within [Company/Organization Name]. 

The training, entitled "[Training Program Name]," was conducted on [Training Dates] and 

focused on [Brief Description of the Skills Acquired]. The total cost of the program was [Total 

Cost]. 

Investing in this training aligns perfectly with [Company/Organization Name]'s goals of 

[Aligning Training with Company Goals]. I am confident that the skills I gained will enhance my 

contributions to our team, improve efficiencies, and serve to help us meet our objectives more 

effectively. 

Furthermore, the training has equipped me with [Specific Skills or Knowledge], which will be 

instrumental in the successful execution of my current role as [Your Current Position]. 

I kindly ask for your support in this matter and look forward to discussing how this investment in 

my skills can benefit our team and organization overall. Thank you for considering my request. 

Sincerely, 

[Your Name] 

[Your Position] 


