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Training Attendance Justification Letter – Project Management Essentials
<Date>
Dear <supervisor’s name / training manager>,
I would like to attend the Project Management Essentials online training delivered by Engineering Education Australia on <start date – end date>.
This course comprises of 8 - 10 hours of self-paced online learning and 2 x 1.5 hour live online workshops over the following dates:

<include dates for the session you wish to attend>

By attending this course, I will gain a hands-on understanding of key project management practices, processes, and their applications to improve project time, cost and scope outcomes. The takeaways will offer considerable value in my role at <company name>. I will also earn up to 10-12 hours of Continued Professional Development (CPD). This is important to ensure that I enhance my knowledge and skills <and gain or maintain Chartered status>.
Learning outcomes include:
· Understand and follow PMBOK framework

· Write a Project Charter 

· Evaluate a Project Management Plan 

· Develop a status report 

· Schedule tasks 

· Analyse stakeholders 

· Resolve issues and manage change 

· Document lessons learned 

· Conduct a project review

This content is very relevant to my role at <company>, <talk about your role relating to project management>. 
I am seeking approval for the registration fee to enrol in this course: <$649 for EA members and $763.53 for non-members>

Yours Sincerely,

Senders Name
Position, Company
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