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(Please complete the items in BOLD)

(Company Letterhead)

Date: mm/dd/yyyy

John Smith

123 N. Florida Avenue

Suite 100

Ft. Lauderdale, FL 33309

Dear John;

The purpose of this letter is to request consideration for funding assistance through the Employed Worker Training program.

Describe your company, including number of employees and nature of the business.

Briefly describe the training to be performed, why this training best fits your needs and why you chose the training provider (costs, certification, etc).

Explain how the training will benefit the company and the employee(s) who attend the training.  Be sure to include wording indicating “X number of employees will retain their employment as a result of this training”

Statement needs to be included: “If training is not provided this will result in a need to replace existing employees with employees with proper skills.”
If not part of the letterhead logo, please include somewhere on the document the company address and phone information.

Sincerely,

Authorized Company Representative Signature and Title 
An Equal Opportunity Employer/Program. Auxiliary aids and services are available upon 
request to individuals with disabilities. Florida Relay #711.
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