
Letter of Request for Corporate Training Authorization 

Date: [Insert Date] 

To, 

[Recipient's Name] 

[Recipient's Title] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to formally request authorization to participate in a corporate training program 

aimed at enhancing my skills and contributions to [Company Name]. The training program titled 

"[Training Program Name]" will cover essential topics such as [briefly mention topics, e.g. 

leadership, communication, etc.], and is scheduled to take place on [dates] at [location or online 

platform]. 

This training will not only aid in my professional development but also align with our team's 

goals of [mention team or organizational goals]. I believe the skills gained from this program 

will enable me to contribute more effectively to [specific projects or initiatives]. 

The cost of the training is [insert cost], which includes [mention what is included, e.g. materials, 

certification, etc.]. I kindly request your approval for these expenses as I am confident that the 

return on investment will be significant for our department and the company as a whole. 

Thank you for considering my request. I am looking forward to your positive response. Please 

feel free to reach out to me if you require any more information. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Department] 

[Your Contact Information] 


