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 FOR500 training

[Decision Maker Name],
I’m writing to request time and budget approval to take SANS Institute’s FOR500: Windows Forensic Analysis and its associated GIAC Certified Forensic Examiner (GCFE) 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

Windows systems often contain the best record of what a user or attacker did. FOR500 teaches how to recover and interpret that evidence, build a reliable timeline, and answer practical questions about account use, file access, web activity, cloud storage, removable devices, and deleted information.

How This Training Will Benefit the Organization

After completing the course, I will be better prepared to:
· Reconstruct what happened on a Windows computer and when it happened
· Identify signs of unauthorized access, data theft, fraud, or policy violations
· Determine which user accounts, files, applications, and devices were involved
· Recover useful evidence that may have been deleted or hidden
· Trace web, email, cloud storage, and removable-device activity
· Build timelines that make large investigations easier to understand
· Explain findings in plain language and support them with evidence
· Use repeatable methods that stand up to internal or legal review
· Reduce reliance on outside examiners for common Windows investigations
Associated Certification: GIAC Certified Forensic Examiner (GCFE)
The GIAC Certified Forensic Examiner (GCFE) 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 GCFE certification page.

Expected Cost

I’d like to take FOR500 [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

FOR500 will strengthen an investigation area that applies to most organizations: Windows endpoints. It will help me turn computer evidence into clear answers, shorten routine investigations, and provide defensible findings that management, legal, and security teams can use.

Additional course information is available on the FOR500 course page.
  
Thanks for your consideration,

[Add standard signature]

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