[Your Name]
[Your Title/Position]
[Your Department/Lab/Organization]
[Date]
Dear [Supervisor’s Name / Funding Committee / Department Head],
I am writing to formally request approval and financial support to enroll in the [Course Name] offered by the ISCT Institute of Training & Development. This course will take place from [Start Date] to [End Date], with a total cost of [Insert Course Fee].
This course focuses on [Insert one-sentence summary of the course objective – e.g., "methods and analytical processes for cell and gene therapy bioprocessing"], and is led by internationally recognized experts in the field. It is designed to provide [skillset and competencies] that are directly applicable to my work.
I believe this course will be particularly valuable to my role because [Insert Reason 1 – e.g., "it aligns with our ongoing efforts to scale up cell therapy manufacturing" or "it will support my responsibilities in regulatory compliance for CGT trials"].
Through this course, I aim to [acquire/increase my proficiency in] the following skills:
· [List relevant skills, e.g., aseptic techniques, equipment validation, regulatory documentation, QC analytics]
These are skills I will apply directly to [Insert how skills will be used – e.g., "improving our lab’s process development pipeline" or "supporting our team’s GMP readiness efforts"].
Investing in this training will strengthen my contribution to [organization], enhancing my productivity, technical capabilities, and understanding of evolving CGT standards. Additionally, I intend to share key learnings on [Topics/Skills] with our team to benefit broader projects such as [Insert related project/initiative].
The ISCT Institute of Training & Development is a globally recognized leader in CGT workforce development. Their courses are accredited by the ANSI National Accreditation Board (ANAB) under the ANSI/ASTM E2659-18 standard and supported by regional bodies including ACCME, ASCP, and EBAH. Their programs are backed by key opinion leaders and developed to meet the growing and evolving needs of professionals in the cell and gene therapy sector.
I am eager to participate in this course, pending your approval and the availability of funding from [Insert funding source, e.g., department funds, professional development grant]. Thank you for considering my request.
Sincerely,
[Your Full Name]
[Your Contact Information]

