
Approval Letter for Employee Training 

Session 

Date: [Insert Date] 

To: [Employee's Name] 

[Employee's Position] 

[Company Name] 

Dear [Employee's Name], 

We are pleased to inform you that your request to attend the [Training Session Name] scheduled 

for [Dates] in [Location] has been approved. This training is in alignment with your professional 

development goals and our company's commitment to employee growth. 

Please find the details below: 

• Training Session: [Training Session Name] 

• Date: [Training Dates] 

• Location: [Training Location] 

• Duration: [Duration of Training] 

We believe that this training will enhance your skills and contribute significantly to your 

performance and development. Please make sure to coordinate with your manager regarding 

your responsibilities during your absence. 

If you have any questions or require further assistance, do not hesitate to reach out. 

Best regards, 

[Your Name] 

[Your Position] 

[Company Name] 

[Contact Information] 


