
Approval for Employee Participation in 

Technology Training 

Date: [Insert Date] 

To: [Employee Name] 

Position: [Employee Position] 

Department: [Employee Department] 

Dear [Employee Name], 

We are pleased to inform you that your request to participate in the [Name of Training] has been 

approved. This training will take place on [Training Dates] and is designed to enhance your skills 

in [specific technology or skill area]. 

Your participation in this training aligns with our commitment to your professional development 

and will contribute to our team's success. The company will cover all associated costs, including 

registration fees and any necessary materials. 

Please ensure that your responsibilities are managed accordingly during your absence and keep 

your supervisor informed of your progress. 

We look forward to seeing how this training enhances your contributions to our team. 

Best Regards, 

[Your Name] 

[Your Position] 

[Company Name] 

[Contact Information] 


