
Letter of Appeal for Training Assistance 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient Name] 

[Company/Organization Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to formally appeal for training assistance as part 

of my job application for the [Job Title] position with [Company Name]. I am genuinely excited 

about the opportunity to contribute to your team, but I believe additional training in [specific 

training need] would significantly enhance my capabilities in this role. 

Having [briefly mention your relevant experience or qualifications], I am committed to 

continuous professional development. Therefore, I respectfully request support for training in 

[specific training program or course]. I am confident that with this training, I can bring even 

more value to [Company Name] and effectively contribute to your team's goals. 

Thank you for considering my appeal. I am looking forward to the opportunity to discuss this 

further and am eager to begin my journey with [Company Name]. Please let me know if you 

require any additional information. 

Sincerely, 

[Your Name] 


