
Use this as a template to send a note to your manager to request approval to attend the course.  Cut and paste the below into your email editor. Attach the “Communicate with Competence & Confidence” 2-page overview to your email. Include the statement of PDUs if you have your PMP credential. 
Dear <Insert Your Manager’s Name>,
I wanted to let you know about a one-day course called Communicate with Competence & Confidence that is being offered soon in our area. I would like to ask for your approval for me to attend this valuable course and bring back the information to immediately use and share with our team. 
This course focuses on obtaining skills for developing and confidently delivering communications. We’ll specifically learn how to craft effective messages in various forms, such as written, verbal and visual formats. By improving my skills in this area, my better communications will lead to smoother-running and more successful project outcomes. For more details, please see the attachment or visit the Roeder Consulting website.
Comparing to other courses, this class is only 1 day and a costs roughly $400, which is a fraction of cost and time of other courses. Furthermore, I will also be able to earn 8 PDUs to maintain my PMP credential.
So, please let me know your thoughts on approving this request.
Thanks,
<Insert Your Name>
