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 FOR589 training

[Decision Maker Name],
I’m writing to request time and budget approval to take SANS Institute’s FOR589: Cybercrime Investigations.
This five-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

An internal investigation may show what happened on our systems without explaining who is behind it, how the criminal operation works, or where stolen funds move. FOR589 teaches safe, structured methods for investigating underground activity, criminal infrastructure, and cryptocurrency transactions.

How This Training Will Benefit the Organization

After completing the course, I will be better prepared to:
· Investigate underground forums, marketplaces, and criminal communications safely
· Build focused collection plans tied to a clear case or business need
· Separate credible leads from noise, deception, and unsupported claims
· Map relationships among criminals, infrastructure, malware, victims, and partners
· Trace cryptocurrency activity and recognize attempts to hide the movement of funds
· Connect external research with evidence from an internal incident
· Support fraud, response, legal, and threat intelligence teams with stronger leads
· Document findings so they can be reviewed and acted on
· Practice the complete investigation process in a hands-on capstone
Course Details
5 days | 30 CPEs | 20 hands-on labs plus capstone. The course emphasizes practical application through realistic exercises and repeatable methods.
The training investment can be measured through the work products, methods, and improvements I apply after the course.

Expected Cost

I’d like to take FOR589 [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]

	Additional course materials (if applicable)
	[$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

FOR589 will help me connect internal incident evidence with the criminal activity and financial trails around an attack. This can produce stronger leads, support better response decisions, and give the organization a clearer view of the broader threat.

Additional course information is available on the FOR589 course page.
  
Thanks for your consideration,

[Add standard signature]

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