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Date: 

Dear (insert Boss’ name) 

Request for Assistance 

I have been working as a (insert job function/title, e.g. Bookkeeper) now for (insert Time Frame) and as you are aware, I have never formally qualified. I am interested in pursuing my studies next year, and I was wondering if it would be possible to get funding from the company, since the course is in line with what I am currently doing and will improve my productivity.

I have been looking at different programmes and courses and after comparing costs and curricula, I found the (insert qualification, e.g. ICB National Certificate: Bookkeeping) through the Institute of Certified Bookkeepers (ICB) to be the best option.

The reason for this is the ICB allows me to study after hours and on weekends either through a distance learning college such as (insert chosen college) or via self-study. The fees are affordable and the qualification is registered by the NQF and QCTO. What I particularly liked is that ICB qualifications are modular, which means you can build on them as your studies or career progresses.

Not only will it allow me to add a qualification to my name, but I believe this course will help me accept more responsibility as I will be able to do (insert subject, e.g. Income Tax Returns) and (Financial Reporting). I foresee being able to finish my existing tasks faster as well and pass on new skills to (insert team member).

I really appreciate your consideration of my request. Attached is the course curriculum for your reference.

Your Name Here, 
Your Title, Company                                                    


	Street Address
Address 2
City, ST  ZIP Code
Company Name

	Phone: 555.555.0125
Fax: 555.555.0145
E-mail address
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