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Training Attendance Justification Letter – Effective Communication
<Date>
Dear <supervisor’s name / training manager>,
I would like to attend Effective Communication, an online, interactive workshop delivered by Engineering Education Australia on <Date>.
Attending this one-day training course will help me to develop my communication skills, assisting in my ability to strengthen relationships with <team, workforce, etc.> and in turn, improve my team’s performance and outcomes.

Improved communication will equip to engage employees in the shared goals, outcomes and benefits of the team and wider organisation. This will enable me to strengthen my leadership skills, offering considerable value to my role at <company name>. I will also earn up to 3 hours of Continued Professional Development (CPD). This is important to ensure that I enhance my knowledge and skills <and gain or maintain Chartered status>.
Delivered by professional facilitator and coach, psychologist, and leadership expert, Alison Jardie, the course offers the following learning outcomes:
· Increase your confidence in communicating

· Engage more effectively with stakeholders

· Communicate with influence, even if you don't have formal authority

· Be better understood

· Build rapport with your audience and present your communications in a way that resonates

· Understand when and how to use of different communication styles
This content is very relevant to my role as a leader at <company>, <talk about your role relating to leadership responsibilities>. 
I am seeking approval for the registration fee to attend the training course. 

Training course: <$469.41 or $399.00 for Engineers Australia members>

Yours Sincerely,

Senders Name
Position, Company
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