
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 “Implement Strategy and Change Behavior” 2-page overview to your email. Include the statement of PDUs if you have your PMP credential. 
Dear <Insert Your Manager’s Name>,
I want to let you know about a one-day course called Implement Strategy and Change Behavior 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 use and share with our team. 
This course focuses on addressing challenges of executing strategy from organizational and people-based perspectives. We’ll specifically learn a balanced approach to implementing initiatives, including methods to make sure the new strategy “sticks.” I can even bring one of my projects for discussion to the workshop, which will provide an immediate direct ROI. For more details, please see the attachment or visit the Roeder Consulting website.
Compared to other courses, this class is only 1 day and 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>
