	Training Approval Request Template
Make the case by connecting the course to your work, team goals, and current challenges
	


	Before sending: Review the course outline and pull 2-3 topics that directly connect to your role, projects, or team challenges. The strongest requests explain exactly how the training will help support the team, solve current problems, reduce risk, or improve day-to-day work.


Copy and paste the below request into an email Please review and update all fields in green before sending.

Subject: Training Approval Request: {{COURSE_NAME}}

Dear {{MANAGER_NAME}},
I would like to request approval to attend Becht’s {{COURSE_NAME}} training on {{DATES_LOCATION_OR_FORMAT}}.
I reviewed the course outline, and several topics directly relate to my current work, especially:
• {{TOPIC_1}} - this would help me with {{WORK_CONNECTION_1}}.
• {{TOPIC_2}} - this would help me with {{WORK_CONNECTION_2}}.
• {{TOPIC_3}} - this would help me with {{WORK_CONNECTION_3}}.
I believe this course would be especially useful because {{BUSINESS_REASON}}. The opportunity to learn from an experienced Becht instructor would also give me a chance to ask questions tied to the specific challenges our team is facing.
After the course, I can share key takeaways, notes, or recommended practices with the team so the value extends beyond my individual development.
Estimated cost
	Registration
	{{REGISTRATION_COST}}
	Flight
	{{FLIGHT_COST}}

	Hotel
	{{HOTEL_COST}}
	Dinners
	{{DINNERS_COST}}

	Transportation
If the training is hosted at Sheraton N Houston, a free shuttle is available from the airport.
	{{TRANSPORTATION_COST}}
	Mileage
	{{MILEAGE_COST}}

	Total estimated cost
	{{TOTAL_COST}}
	
	


Note: Becht trainings provide breakfast and lunch. 
Thank you for considering this request. I believe this training would be a practical investment in my development and would help me contribute more effectively to {{TEAM_PROJECT_OR_DEPARTMENT_GOAL}}.
Best,
{{YOUR_NAME}}


Customization Guide
Use this quick guide to make the request feel specific instead of generic.
	Template field
	What to pull from the course outline
	Example phrasing

	Topic 1-3
	Specific module names, exercises, or technical topics
	Heat exchanger troubleshooting - this would help me support recurring fouling reviews.

	Work connection
	Current projects, equipment, processes, client work, or team responsibilities
	This connects to our upcoming turnaround planning and inspection recommendations.

	Business reason
	The practical reason approval makes sense now
	We are seeing recurring issues in this area, and stronger internal knowledge would reduce reliance on outside support.

	Team/project goal
	Department goals, reliability priorities, safety/compliance needs, or project deadlines
	our reliability improvement goals for the unit.


Optional stronger closing lines
• I can share a brief summary with the team after the course so others can benefit from the key takeaways.
• This training aligns with my current responsibilities and would help me contribute more confidently to upcoming work.
• The course content appears directly relevant to issues our team is actively managing.
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