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[bookmark: _GoBack]Dear [ENTER MANAGER’S NAME], 

I would like your approval to request funding to further my education in [ENTER SUBJECT AREA] at UC Berkeley Extension. UC Berkeley Extension is the continuing education arm of UC Berkeley and offers professional, Berkeley-quality education.

By taking these courses, I’ll be learning the latest tools and techniques in [ENTER SUBJECT AREA] that I can immediately apply to my current position. This will allow me to more effectively accomplish my current duties, as well as take on new projects to further our company’s goals.

I’ll be gaining practical, in-depth knowledge about [enter in the course topics that most interest you and are most applicable to your position]. I’ll be learning from instructors who are practicing professionals in their fields. They provide real-world examples that I can relate to challenges our organization faces and be able to provide solutions that have worked in the marketplace.

And because UC Berkeley Extension caters to working professionals, my classes will be held [during nights, during weekends, online—enter what best fits your classes] so I won’t be missing work while I strengthen my skill set. 

With this deeper knowledge in [ENTER SUBJECT AREA], I will be able to come to work with new ideas, streamlined processes and a toolset of best practices that I can apply to today’s projects and future goals.

I’ve broken down the approximate cost of my coursework at UC Berkeley Extension:
Course cost:
Learning materials:
Registration fee [if applicable]
Total: 

Thank you for your consideration of this request. [YOUR NAME]
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