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Re: Request for Approval to Attend Australian Water School Training
[Date] 
Dear [Approver’s Name],
I am requesting approval to participate in the [Course Title] delivered by the Australian Water School (AWS). AWS provides practical, industry‑focused training designed to build capability across the water, environmental, and infrastructure sectors.

Training details
· Course: [Insert title]
· Date(s): [Insert date(s)]
· Format: [Live Online / On‑Demand]
· Duration: [Insert hours]
· Cost: [Insert cost]

How this training supports my role
· Builds skills directly relevant to my current work and upcoming projects.
· Provides practical tools, case studies, and sector best practice.
· Strengthens decision‑making and technical capability.
· Enables me to share key learnings with our team.

I request approval to attend during work hours and support for the registration fee through our professional development budget. I will ensure my responsibilities are managed with minimal disruption.
Please let me know if you require any additional information about the course or AWS.

Thank you for considering this request.

Kind regards, 
[Your Name] 
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