
Training Program Requisition

Subject: Request for Approval - Employee Training Program

Dear [Manager's Name],

I am submitting this requisition to seek approval for enrolling [number] employees in the [Training

Program Name] scheduled for [dates]. This professional development opportunity directly aligns with

our department's strategic objectives and will significantly enhance our team's capabilities.

The training program covers critical areas including [list key topics] and is facilitated by [Training

Provider Name], a recognized leader in the industry. The program cost is [amount] per participant,

totaling [total amount], which includes all materials, certification fees, and lunch provisions.

Our team will benefit from this training through: improved efficiency in [specific processes],

enhanced technical skills in [specific areas], and better alignment with industry best practices. The

expected ROI includes reduced error rates, faster project completion times, and improved client

satisfaction scores.

To minimize disruption to operations, we propose staggered attendance with [details of scheduling

arrangement]. All participants will be required to share key learnings with the broader team through

a knowledge transfer session scheduled for [date].

The budget for this training can be allocated from our annual professional development fund, which

currently has [amount] available. I have verified that this expenditure complies with our training

policy and budget guidelines.

I have attached the complete training curriculum, provider credentials, and a detailed impact

assessment. Please let me know if you require any additional information to process this approval.

Thank you for supporting our team's professional growth.

Sincerely,

[Your Name]

[Your Title]

[Department]



Get more templates here: 

https://www.lettersandtemplates.com/letters/requisition-letter-for-approval


