
Skills Enhancement Training Request 

Date: [Insert Date] 

To: [Manager's Name] 

From: [Your Name] 

Subject: Request for Skills Enhancement Training 

Dear [Manager's Name], 

I hope this message finds you well. I am writing to formally request your approval to attend a 

skills enhancement training program titled "[Training Program Name]" scheduled for [Dates of 

Training] at [Location/Online]. 

This training will help me improve my [specific skills related to job], which I believe will 

contribute positively to our team's goals and improve overall productivity. The program covers 

[brief description of relevant topics], which directly aligns with our current projects. 

The total cost for this training is [Cost of Training] and [any relevant details about funding, if 

applicable]. I am confident that the knowledge and skills I acquire will benefit our team in the 

long run. 

I would greatly appreciate your support in this matter and look forward to your favorable 

response. 

Thank you for considering my request. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Contact Information] 


