
Acceptance Letter for Continuing Education 

Date: [Insert Date] 

[Employee Name] 

[Employee Address] 

[City, State, Zip Code] 

Dear [Employee Name], 

We are pleased to inform you that your application for continuing education has been approved. 

Your commitment to professional growth and development aligns with our organization's values, 

and we wholeheartedly support your desire to enhance your skills. 

Details of the program are as follows: 

• Program Name: [Insert Program Name] 

• Institution: [Insert Institution Name] 

• Duration: [Insert Duration] 

• Start Date: [Insert Start Date] 

• Funding Amount: [Insert Funding Amount] 

Please review the attached guidelines concerning the program and the reimbursement process. 

We encourage you to make the most of this opportunity and look forward to seeing how your 

new knowledge will contribute to our team's success. 

Congratulations once again on your acceptance into the program! 

Sincerely, 

[Your Name] 

[Your Title] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 


