SANS Sample Training Request Letter

Use the following sample request letter, or elements of it, to justify the time & budget required to complete SANS training to your manager. Simply copy & 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.

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 SEC301: Introduction to Cyber Security course and its associated GIAC Information Security Fundamentals (GISF) certification exam. 

Cybersecurity is no longer just an IT responsibility. It affects every department and every business decision. SEC301 is designed to build practical cybersecurity fluency for professionals who need to understand security concepts clearly and confidently, without a deep technical background. 

This course will strengthen my ability to assess risk, communicate security concepts in business-ready language, and support stronger governance and risk-reduction efforts across our organization.

Course Description

SEC301: Introduction to Cyber Security provides a practical foundation in modern cybersecurity principles by connecting people, process, and technology.

Through a blend of real-world examples, live demonstrations, and hands-on labs, the course builds understanding of how threats, vulnerabilities, and impact intersect to create risk. 

Across five days/sections, the course covers:
· Why cybersecurity matters to business operations, legal exposure, and organizational trust
· How digital trust is built through cryptography, authentication, and access control
· How networks, protocols, DNS, and Zero Trust principles protect data in motion
· How phishing, malware, credential abuse, and AI-powered threats operate
· How web security, SOC technologies, cloud systems, IoT, and AI-driven defenses work together to protect data and sustain trust
By the end of the course, I’ll have the skills and confidence to communicate effectively about cybersecurity issues, identify and respond to common threats, and support our organization’s overall security strategy.

Course Objectives
Upon completing SEC301, I will be able to:
· Explain cybersecurity fundamentals using clear, business-ready language
· Identify common threat types and the vulnerabilities they exploit
· Understand how cryptography, authentication, and access controls establish digital trust
· Connect frameworks such as NIST CSF and MITRE ATT&CK/D3FEND to practical defense strategies
· Collaborate more effectively with technical teams on policies, compliance, and incident response
· Contribute to strategy discussions with a grounded understanding of cybersecurity risk
This training will help me better assess risk, communicate business impact clearly, and support informed decision-making across teams, reducing misunderstandings between technical and non-technical stakeholders.
Associated Certification: GIAC Information Security Fundamentals (GISF)

· The GISF certification validates knowledge of foundational security concepts. GISF certification holders will be able to demonstrate key concepts of information security including the threats and risks to information and information resources and identifying best practices to protect them.
· See the “Exam Certification and Outcomes Statements” section of the GISF: GIAC Information Security Fundamentals page for a list of covered topics.

Expected Cost
I’d like to take SEC301 [fill in either: (1) “at [event name], from [start date] through [end date].” or (2) “online, with four months of access to the SANS [select OnDemand] training platform.” or (3) “live online at [event name], attending the virtual streaming session from [start date] to [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 
	[$3,000]

	GIAC Certification fee
	[$499]

	OnDemand Bundle fee
	[$499]

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

	Meals (for live training only)                                                                    
	[$XXX]

	Total estimated cost:  
	[$X,XXX]



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

Conclusion
SEC301 will strengthen my ability to understand cybersecurity not just as a technical topic, but as a business risk and leadership responsibility. The course provides practical knowledge that improves communication across teams, supports governance efforts, and promotes a culture of shared accountability for digital trust.

I am confident this training will directly benefit our organization by strengthening risk awareness, improving decision-making, and enhancing collaboration between technical and business teams.

Additional course information can be found on the SANS website at https://www.sans.org/cyber-security-courses/introduction-cyber-security/.

Thanks for your consideration, 
[Add standard signature] 

Attachment: 
Unpaid Invoice for SANS training [find at XXX and attach to email]
