Training Request for the Vertex Certified Program               

To:
[Manager name]
From:
[Your name]
Date:
[Insert date]
Subject: Approval Request for the Vertex Training
I am writing to request approval to participate in a Vertex Certified training program for Sales Tax Q Series 3.x. 
The Vertex Certified training program offers comprehensive training for tax professionals to grow their skill set with Vertex products and maximize their impact on the company. It is the only Vertex training with both comprehensive product training and certification tests that let me prove my understanding.  The online format also eliminates the need for travel, saving both time and money.  The training program consists of live webinars, self-paced modules, a certification project and a final exam.  Total time commitment, including preparation, will be about 30 hours spread over six to eight weeks.  The self-paced format means I can schedule around my other commitments.
Vertex Certified training will help me to perform my job more effectively and reach key learning objectives. The training delivers content that will teach me how to:
[Select from the list below your key learning objectives]
· Gain insight into the configuration and use of our Vertex tax software

· More efficiently and effectively model our business in the Tax Decision Maker (TDM) 
· Increase efficiency of day-to-day business with Vertex software 
· Quickly resolve our questions with special “fast-lane” access to senior Vertex support staff

· Earn CPE credits to maintain my professional status
The knowledge and skills I will acquire will be immediately applicable to my current projects such as [insert current projects] 
You can see the full course offerings at http://www.vertexinc.com/support/training/vcp/qseries/default.asp. 
The cost of registration is $1,895, which is a special promotional price during the launch of this training program.  This is just $395 above the price of a standard two-day regional class, and it eliminates the need for travel.  Altogether, the Vertex Certified program now offers the best value for our training investment. 
The value of the training will be of great advantage to [insert organization name]. The benefit of my learning will continue year-round with the new knowledge I can use in our tax operations. 
I will create a report of the training program once I have completed it.
Thank you for considering my involvement in this important training program. 
Kind Regards,
[Name]
