Budget Justification for External Training
Workshop

Date: [Insert Date]

To: [Recipient's Name]

[Recipient's Title]

[Organization's Name]

[Organization's Address]

Dear [Recipient's Name],

| am writing to request funding for participation in an external training workshop titled

"[Workshop Title]" scheduled for [Workshop Dates] in [Location]. This workshop is specifically
designed for [specific professional development area] and aligns with our organizational goals.

Budget Overview

Registration Fee: $[Amount]
Travel Expenses: $S[Amount]
Accommodation: ${Amount]
Meals and Incidentals: $S{Amount]

The total estimated cost for participation in the workshop is $[Total Amount].

Justification

Attending this workshop will provide valuable skills and knowledge in [specific
skills/knowledge], which is crucial for [explain how it benefits the organization]. This training
will directly contribute to our efforts in [describe relevant projects or goals].

Anticipated Outcomes

Upon completion of the workshop, | will be able to [list specific outcomes/benefits], which will
enhance our team'’s overall performance and service delivery.

Thank you for considering this budget justification for the external training workshop. I believe
this opportunity will significantly benefit both my personal development and our organization as
a whole. I look forward to your favorable response.



Sincerely,

[Your Name]

[Your Title]

[Your Organization]

[Your Contact Information]



