[Your Name]

[Your Address]

[City, State, Zip Code]

[Email Address]

[Phone Number]

[Date]

[Manager's Name]

[Company Name]

[Company Address]

[City, State, Zip Code]

Dear [Manager's Name],

I hope this message finds you well. I am writing to formally request consideration for enhanced
training in [specific area or skill]. I believe that further training in this area will not only enhance
my personal capabilities, but also contribute to our team's overall effectiveness and success.
Specifically, I am interested in [describe specific training program or workshop], which I believe
will equip me with [mention skills or knowledge]. I am confident that this training will directly

impact my ability to [mention how it relates to your current role or projects].

| appreciate your attention to this matter and look forward to your favorable response. Thank you
for your ongoing support and consideration.

Sincerely,
[Your Name]

[Your Job Title]



