
[Your Name]  
[Your Position] 
[Your Department]
[Date]

[Manager's Name]  
[Manager's Position] 
[Manager's Department]


Dear [Manager's Name],

I am writing to request your approval to attend the "Digital Efficiency for Administrative Excellence" course offered by Office Dynamics and led by renowned digital transformation expert Mike Song. This course is specifically tailored for administrative professionals to enhance their digital competencies in our fast-evolving workplace.

Course Overview & Session Details:
The course comprises six detailed sessions with the option for a seventh session, each focusing on a key aspect of digital efficiency:

1. Get Control! of Email + Outlook (March 19, 2026): Strategies for efficient email and calendar management in Outlook.

2. Get Control! of AI Copilot and ChatGPT Tips & Tricks (March 26, 2026): Learn how to use Copilot and ChatGPT with greater precision, efficiency, and confidence.

3. Get Control! of Excel (April 9, 2026): Practical Excel skills that improve accuracy, speed, and confidence. Apply tools and functions that simplify daily responsibilities.

4. Get Control! of Organizing Tasks, Documents & Emails (April 16, 2026): Maintain a structured workflow that reduces stress and increases daily efficiency.

5. Get Control! of PC and Smartphone Shortcuts (April 23, 2026): Practical techniques that streamline navigation, reduce repetitive work, and optimize your daily use of both desktop and mobile devices.

6. *Optional Add-On: Get Control! of OneNote (April 30, 2026): This bonus session shows administrative professionals how to use OneNote as a powerful system for capturing, organizing, and managing information.



Benefits to Our Team and Organization:

Enhanced Efficiency: The skills and techniques learned will streamline our daily administrative tasks, leading to increased productivity.
Strategic Support: With advanced digital capabilities, I can provide more effective support to your leadership and our team's projects.

Future-Ready Skills: Staying updated with the latest digital trends ensures our team remains agile and competitive in a technology-driven environment.

Investment and Logistics:  

· The course fee is $395, covering all five sessions, materials, and a TQ* Assessment. The additional OneNote session is $100, which I recommend for its relevance to our work.

· The sessions are scheduled to minimize impact on our daily operations, and I commit to managing my responsibilities effectively during this period.

I am confident that this training will not only enhance my capabilities as your assistant but also bring considerable value to our team and organization. I am eager to apply the acquired knowledge and skills in our day-to-day operations, contributing to our team’s overall success and efficiency.

I appreciate your consideration of this request and am happy to provide any additional information you may need.

Thank you for your support.

Sincerely,

 [Your Name] 
 [Your Position] 
 [Your Contact Information]

Feel free to customize this letter to better suit your specific situation and the culture of your organization.
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