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 SEC403 training

[Decision Maker Name],
I’m writing to request time and budget approval to take SANS Institute’s SEC403: Secrets to Successful Cybersecurity Presentation.
This six-hour self-paced course will strengthen how I present security information so decision-makers can understand the business impact and act on the recommendation. The information below summarizes the business value, expected outcomes, and editable cost fields.

Why This Training Matters

Security recommendations may not receive support when presentations are too technical, crowded, or disconnected from the audience's priorities. SEC403 teaches how to turn complex security information into focused presentations that hold attention, explain the business impact, and make the requested decision clear.

How This Training Will Benefit the Organization

After completing the course, I will be better prepared to:
· Build presentations around the audience's needs and decisions
· Explain technical risks in language nontechnical leaders can understand
· Replace crowded slides with a clear, focused message
· Use evidence and examples without overwhelming the audience
· Present recommendations with a specific and practical next step
· Deliver briefings with stronger structure, pacing, and visual support
· Respond to questions without losing the main message
· Adapt the same information for executives, customers, and technical teams
· Increase the likelihood that important security recommendations receive action
Course Details
6 hours self-paced | 6 CPEs. 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 SEC403 OnDemand, with 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)
	Not applicable

	Meals (live training only)
	Not applicable

	Total estimated cost
	[$X,XXX]



No travel, hotel, or meal costs apply to OnDemand training.

Conclusion

SEC403 will help me present security information in a way that earns attention and supports decisions. Stronger presentations can shorten approval cycles, improve leadership understanding, and help the organization act on technical findings sooner.

Additional course information is available on the SEC403 course page.
  
Thanks for your consideration,

[Add standard signature]

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