Sample Training Request Letter

Use the following sample request letter, or elements of it, to justify the time and budget required to complete SANS training to your manager. Simply copy and paste text into an email to your manager, then make any necessary adjustments to personalize the information. Once you hit send, you’ll be one step closer to gaining the skills required to protect your organization and advance your career.

Subject: Request for cybersecurity training from SANS Institute

[Decision Maker Name],

I'm writing to request time and budget approval to take the SANS Institute's LDR519: Cybersecurity Governance, Risk, and Compliance (GRC) course.

Why we need this course

Emerging threats and the opportunities and challenges surrounding AI are raising the bar for how organizations govern and manage cybersecurity risk. Keeping pace requires more than point-in-time assessments. As that bar rises, so does my role. This course will give me the skills to build and run a GRC program that is repeatable, defensible, and aligned with business objectives, covering everything from establishing governance structures and prioritizing safeguards to validating controls and communicating risk to leadership. These are capabilities I can apply directly to our work as soon as I return.

[bookmark: _Hlk535563053]Once I’ve completed the course, I’ll be able to:
· Establish governance structures that clarify who owns cybersecurity decisions and why
· Build threat models and safeguard inventories grounded in business context
· Select and prioritize safeguards using established frameworks including NIST, CIS, and ISO
· Conduct structured risk assessments and analyze evidence to reach defensible conclusions
· Govern third-party and cloud risk within the same lifecycle
· Use AI and continuous monitoring to measure controls over time
· Communicate cybersecurity risk clearly to executive and technical stakeholders

Business benefits for our organization:

This course will help our organization:
· Build a repeatable, end-to-end GRC program that scales as the organization grows
· Improve visibility into cybersecurity risk across teams and environments
· Make security decisions that are aligned with business objectives and defensible to auditors, regulators, and leadership
· Strengthen audit readiness and consistency across compliance requirements
Expected Cost

I’d like to take LDR519 [fill in either: (1) “at [event name], from [start date] through [end date].” or (2) “online, with four months of access to the SANS OnDemand training platform.” or (3) “online, via Live Online from [start date] through [end date].”]. 

The attached unpaid invoice shows the cost of the course [retrieve this from the course registration page and attach]. Details include:

	Course fee 
	[$X,XXX]

	Subtract Early Bird / Online Training Discount
	[-$XXX]

	OnDemand Bundle fee
	[$XXX]

	Travel and Hotel* (for live training only)                           
	[$XXX]

	Meals (for live training only)                                                                    
	[$XXX]

	Total estimated cost:  
	[$X,XXX]



[bookmark: _Hlk535562721][bookmark: _Hlk535563343]*Special hotel rates for conference attendees range from [$XXX]/night, but I must register before [xx/xx/xxxx].

Testimonials

“I chose this course because I wanted to deepen my understanding of the GRC subject matter in a practical, structured, and immediately applicable way. SANS has a strong reputation for delivering high-quality cybersecurity training, and I was looking for a course that would challenge me while also giving me tools, techniques, and insights I could bring back to my day-to-day work.
– Paul Zarou, Bloomberg LP

“Any cybersecurity professional looking into leadership should take this course. This course lays the groundwork for good security hygiene and teaches you why and how.”
– Kramer Moriarty, Federal Home Loan Banks

" James has a wealth of risk management experience and doesn't just give us theory but real world/practical guidance to becoming better risk management professionals!”
- Antun Matija Filipovic, Croatian Academic and Research Network - CARNET


I believe this course will substantially improve my ability to build and lead the kind of GRC program our organization needs.

Additional course information can be found at https://www.sans.org/cyber-security-courses/cybersecurity-governance-risk-compliance

Thanks for your consideration, 

[Add standard signature] 

Attachment: Unpaid Invoice for SANS training
