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 SANS FOR610 malware analysis training

[Decision Maker Name],
I’m writing to request time and budget approval to take SANS Institute’s FOR610: Reverse-Engineering Malware: Malware Analysis in the Age of AI and its associated GIAC Reverse Engineering Malware (GREM) certification exam.
This training will strengthen my ability to determine what malicious software is doing, how serious an incident may be, which systems could be affected, and what actions we should take next. The information below outlines the value to our organization, the skills I will gain, and the expected cost.

Why This Training Matters

When malicious software is discovered, the organization needs more than an automated alert. We need to understand what the malware can do, how far the incident may have spread, and how to contain and remove it. FOR610 teaches these skills through 42 hands-on labs based on realistic malware investigations. The course also teaches me to use AI to speed up parts of the analysis while independently checking its findings before they are used to make incident decisions.

How This Training Will Benefit the Organization

After completing the course, I will be better prepared to:
· Safely examine suspicious files in a controlled environment without putting company systems or data at risk
· Use AI to speed up initial analysis while independently verifying the results before relying on them
· Determine what malware does, what information or systems it may affect, and how serious the threat is
· Trace attacks that begin with malicious documents, websites, or scripts and lead to additional harmful software
· Reveal hidden malware behavior that basic security tools and automated reports may miss
· Recognize techniques malware uses to hide, resist examination, or run inside other programs
· Identify evidence that can help find other affected systems and improve containment
· Provide clearer findings to incident response, threat intelligence, and security operations teams
· Help the organization make faster, better-informed response and recovery decisions and reduce unnecessary reliance on outside analysis
Associated Certification: GIAC Reverse Engineering Malware (GREM)
· The GIAC Reverse Engineering Malware (GREM) certification validates practical skills for analyzing malicious software and using the findings to support investigations and incident response. Earning the certification provides an independent measure that I can apply the material covered in the course.
· See the “Certification Objectives and Outcome Statements” section of the GIAC Reverse Engineering Malware (GREM) page for the current list of covered topics.

Expected Cost

I’d like to take FOR610 [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 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]

	GIAC Certification fee
	[$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].

Conclusion

This training will help me turn suspicious files and automated alerts into clear, actionable information the organization can use during an incident. The 42 hands-on labs are designed to build skills I can apply immediately, including using AI to save time while keeping verification and final decisions in the hands of the analyst. By building more malware analysis capability internally, the course can help us respond more effectively and make better use of outside support when it is truly needed.

Additional course information is available on the FOR610 course page.
  
Thanks for your consideration, 

[Add standard signature] 

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