Sample Training Request Letter

Use this editable letter to request the time and budget needed for SANS training. Personalize the bracketed fields, select the preferred delivery option, attach the unpaid invoice, and send the completed request to your decision-maker.

Subject: Request for SANS FOR498 training

[Decision Maker Name],
I’m writing to request time and budget approval to take SANS Institute’s FOR498: Digital Acquisition and Rapid Triage and its associated GIAC Battlefield Forensics and Acquisition (GBFA) certification exam.
This six-day course will build practical skills I can apply to protect the organization, support faster and better-supported decisions, and reduce avoidable investigation delays. The information below summarizes the business value, expected outcomes, and editable cost fields.

Why This Training Matters

At the start of an investigation, the organization must quickly preserve the right evidence and decide which systems need deeper review. FOR498 teaches reliable ways to collect evidence from computers and other devices, protect its integrity, and triage it so response teams can focus on the most important leads first.

How This Training Will Benefit the Organization

After completing the course, I will be better prepared to:
· Collect digital evidence without unnecessarily changing or damaging it
· Choose the right collection method for the device, situation, and time available
· Confirm that collected evidence is complete and can be trusted
· Quickly identify systems and user activity that need deeper investigation
· Preserve evidence in a way that supports internal, legal, or regulatory review
· Document the collection process so another examiner can understand and repeat it
· Work more effectively when normal access to a system is unavailable
· Reduce delays by separating high-priority evidence from low-value data
· Give incident leaders earlier, better-supported information for containment decisions
Associated Certification: GIAC Battlefield Forensics and Acquisition (GBFA)
The GIAC Battlefield Forensics and Acquisition (GBFA) certification provides an independent measure that I can apply the practical skills covered in the course. It also gives the organization a clear way to verify the outcome of the training investment.
Current objectives and exam details are available on the GBFA certification page.

Expected Cost

I’d like to take FOR498 [choose one and complete the details: (1) in person at [event name], from [start date] through [end date]; (2) Live Online from [start date] through [end date]; or (3) OnDemand, with four months of access to the self-paced training].

The attached unpaid invoice shows the current course cost [retrieve it from the course registration page and attach]. Complete the fields below before sending:

	Course fee
	[$X,XXX]

	Available discount
	[-$XXX]

	GIAC certification fee
	[$X,XXX]

	OnDemand bundle fee
	[$X,XXX]

	Travel and hotel (live training only)
	[$X,XXX]

	Meals (live training only)
	[$X,XXX]

	Total estimated cost
	[$X,XXX]



*For live training, add the current event hotel rate and registration deadline if applicable.

Conclusion

FOR498 will improve the first hours of an investigation, when missed evidence and slow decisions can increase cost and risk. The hands-on practice will help me preserve reliable evidence, identify the systems that matter most, and give the response team useful answers sooner.

Additional course information is available on the FOR498 course page.
  
Thanks for your consideration,

[Add standard signature]

Attachment:
Unpaid invoice for SANS training [retrieve from the course registration page and attach]
