
Training Authorization for Professional 

Development 

Date: [Insert Date] 

To: [Employee's Name] 

[Employee's Position] 

[Company Name] 

[Company Address] 

Dear [Employee's Name], 

We are pleased to inform you that you have been authorized to attend the [Name of Training 

Program] scheduled from [Start Date] to [End Date] in [Location]. This training will focus on 

[Brief Description of Training Topics] which are essential for your professional development and 

growth within our organization. 

The costs associated with this training, including registration fees, travel, and accommodation (if 

applicable), will be covered by [Company Name]. Please ensure to submit all relevant receipts 

for reimbursement after the training. 

We believe that this opportunity will enhance your skills and contribute positively to our team. 

Please let us know if you require any further details regarding your attendance. 

Best Regards, 

[Your Name] 

[Your Position] 

[Company Name] 

[Contact Information] 


