
Leadership Training Request 

Date: [Insert Date] 

To: [Manager's Name] 

From: [Your Name] 

Subject: Request for Leadership Training 

Dear [Manager's Name], 

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

leadership training program that I believe will greatly benefit both my personal development and 

our team's performance. 

The training, titled "[Training Program Name]," is scheduled to take place on [Insert Dates] at 

[Location/Online]. This program covers various key aspects of leadership including [briefly 

mention topics], which are essential for fostering effective team collaboration and innovation. 

Investing in this training would not only enhance my leadership skills but also equip me to 

contribute more effectively to our organizational goals. I am confident that the insights gained 

will positively impact our team's dynamics and project success. 

Thank you for considering my request. I look forward to your positive response. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


