Request for Approval

Date: [Insert Date]

To: [Insert Recipient's Name]

From: [Insert Your Name]

Subject: Request for Approval for Reviewer Training Course

Dear [Recipient's Name],

| am writing to request your approval to enroll in a Reviewer Training Course scheduled for
[Insert Dates]. This course aims to enhance my skills and knowledge in [briefly explain the
course objective], which is crucial for my role as [Your Job Title].

The training will cover [briefly outline key topics or skills covered], equipping me with the
necessary tools to contribute more effectively to our team and improve our overall [mention
relevant goals, e.g., project outcomes, quality assurance].

The total cost of the course is [Insert Cost], which includes [breakdown of costs if necessary]. |
believe that the benefits gained from this training will significantly outweigh the expenses

incurred.

| appreciate your consideration of this request and look forward to your favorable response.
Should you need any more information, please feel free to reach out.

Thank you for your time.

Sincerely,

[Your Name]

[Your Job Title]

[Your Contact Information]



