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 FOR478 training

[Decision Maker Name],
I’m writing to request time and budget approval to take SANS Institute’s FOR478: Cyber Threat Intelligence Foundations.
This two-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

Security teams receive more threat information than they can use. This course teaches a practical way to decide what questions matter, gather the right information, test whether it is reliable, and turn it into clear guidance for security teams and leaders.

How This Training Will Benefit the Organization

After completing the course, I will be better prepared to:
· Focus research on the threats and business risks that matter most to us
· Build a clear collection plan instead of gathering information without a purpose
· Assess whether sources and claims are reliable before the organization acts on them
· Connect threat information to detection, incident response, and risk decisions
· Research threat actors, online infrastructure, and suspicious activity using repeatable methods
· Explain findings clearly to both technical teams and business leaders
· Use AI as a research assistant while checking important results independently
· Reduce wasted effort by separating useful intelligence from background noise
· Create work products that colleagues can review, repeat, and act on
Course Details
2 days | 12 CPEs | 8 hands-on labs. 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 FOR478 [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]

	Additional course materials (if applicable)
	[$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

The course is short, practical, and designed to improve the quality of day-to-day threat research. It will help me give our teams clearer priorities and better-supported recommendations without adding a new tool or service.

Additional course information is available on the FOR478 course page.
  
Thanks for your consideration,

[Add standard signature]

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