
Tuition Reimbursement Request 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Manager's Name] 

[Company's Name] 

[Company's Address] 

[City, State, Zip Code] 

Subject: Request for Tuition Reimbursement for 

Certification Program 

Dear [Manager's Name], 

I am writing to formally request tuition reimbursement for the certification program I have 

recently completed: [Program Name]. The program took place from [Start Date] to [End Date] 

and was held at [Institution/Organization Name]. The total cost of the program was [Amount]. 

This certification is a significant advancement in my career and aligns with our team's goals of 

[specific goals related to your job or team]. I believe the skills and knowledge obtained through 

this program will greatly benefit our department and contribute to our ongoing projects. 

As per our company's tuition reimbursement policy, I have included all necessary documentation 

including the course completion certificate, proof of payment, and any other required forms. 

I appreciate your consideration of my request and look forward to your positive response. If you 

need any further information, please do not hesitate to contact me. 

Thank you for your support. 

Sincerely, 



[Your Name] 

[Your Job Title] 


