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Training Attendance Justification Letter – Writing Winning Technical Documents
<Date>
Dear <supervisor’s name / training manager>,
I would like to attend the Writing Winning Technical Documents virtual workshop delivered by Engineering Education Australia on <day, date>.
Attending this workshop, delivered over two half-day sessions, will improve my technical writing skills and ensure I can produce clear and accurate technical documents on behalf of <company name>. I will also earn up to 7 hours of Continued Professional Development (CPD) which is important to ensure that I enhance my knowledge and skills <and gain or maintain Chartered status>.
The virtual workshop will use practical writing tasks to help turn theory into practice, and include an opportunity to work in-depth on a sample of your my own writing submitted before the course.
The workshop will teach practical skills to tailor documents for different audiences and produce clear, consistent and engaging documents by covering the following topics:

· Analysing audience and purpose

· Organising information

· Writing with clarity and impact

· Optimising layout

· Reviewing and proofreading for quality.

This content is very relevant to my role at <company>, <talk about your role relating to producing technical documents>.

I am seeking approval for the registration fee to attend the virtual workshop.

Training course: <$794.12 or $675.00 for Engineers Australia members>
Yours Sincerely,

Senders Name
Position, Company
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