
Dear [your boss’s name]:

To make sure our team continues to provide [company name] with up-to-date, professional services in usability and user experience, I would like to attend a training course in London on [date].

The training course will show me how to apply the latest research, methods and techniques in user experience. The skills I learn will enable me to handle [a particular project] with more professionalism and confidence, which will reflect favourably on the team.

Here are some of the specific benefits I think [company name] will get by sending me on this course:

· It will reduce our dependence on UX consultants and contractors: the course will provide us with the missing skills we need to solve user experience issues ourselves. 

· It will help solve the current design problem we’re having on [a particular project]. We’ve talked about incorporating more UX research into our design process and this is exactly what the course will cover. 

· We’ll be able to make future design decisions based on real data and sound methodology. This will help us design faster as we’ll be able to avoid ‘opinion wars’ in design meetings. 

· Because the course is very practical and hands on, I will be able to pass on much of the information to other people in the team. I will make the course notes available for reference and I’ll run a lunchtime seminar so the team gets the key takeaways I picked up at the course.

I hope you agree that the cost of attendance (itemised below) is a relatively cheap way to obtain these benefits.
Costs

	Seminar registration fee:
	£

	Travel and subsistence expenses:
	£

	Total costs:
	£


I hope you will support my attendance on this training course.

Yours truly

[Your name]
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