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 information security course LDR520: Emerging Trends for Cyber Leaders: AI & Cloud

Why we need this course?

This cybersecurity strategy course is designed for managers, directors, and security leaders who must navigate rapidly evolving technologies like AI, cloud, and post-quantum cryptography. It equips leaders to make confident, defensible decisions in a complex environment.
As AI and cloud transformation reshape our infrastructure and risk landscape, leaders need clear governance frameworks, a shared understanding of what "secure adoption" looks like, and the ability to balance innovation with protection. This course provides the practical tools and strategic insights to lead that effort with clarity and precision.
[bookmark: _Hlk535563053]Once I’ve completed the course, I’ll be able to:

· Build an AI and cloud security roadmap that aligns business goals with technical and regulatory requirements
· Evaluate AI adoption using frameworks aligned to NIST, ISO 42001, and the EU AI Act
· Govern AI systems responsibly, addressing risks like Shadow AI, deepfakes, and adversarial attacks
· Lead cloud modernization across identity, infrastructure, data protection, and multi-cloud strategy
· Communicate cybersecurity strategy effectively to boards, executives, and cross-functional stakeholders
· Prepare our organization for cryptographic transition through structured post-quantum planning
Which translate into business benefits for our company of:
· Accelerate secure adoption of AI and cloud across business units
· Embed regulatory readiness into strategic planning and technical execution
· Make informed, risk-based decisions that support innovation and resilience
· Benchmark and improve security maturity in line with industry best practices
· Build internal leadership capacity to manage emerging threats and technologies
Expected Cost

I’d like to take LDR520 [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].

I believe this course will substantially improve my ability to do the specific work we need. It’s written and taught by globally recognized experts and will deliver practical, hands-on training that I can apply as soon as I return to work.

Additional course information can be found on the SANS website at LDR520: Emerging Trends for Cyber Leaders: AI & Cloud.

Thanks for your consideration, 

[Add standard signature] 

Attachment: 
Unpaid Invoice for SANS training [find at www.sans.org/cyber-security-courses/emerging-trends-cyber-leaders-ai-cloud and attach to email]

