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(Insert Date)
Dear TPWA Chapter Board Members:

The (Insert Branch Name) Branch of APWA respectfully requests your financial support of our proposed (Insert Training Session Name).  Below are the details for your consideration:

Who:
This course will be offered to those who (Insert Description of Intended Participants).  We anticipate (Insert Type of Attendees i.e. engineers, municipalities, and contractors) to participate.  We anticipate (Insert Number of Projected Attendees) people will attend this event.
What:
(Insert Name of Training Session)  
When:
(Insert Date) – (Insert Duration) 
Where:
(Insert Location Name and Direction)
Why: 
(Indicate if Branch members support this type of training and why it should be in given in your area. )  
(Give a brief description of the course.  Include any regulatory requirements that could be met if this event is funded) 
Cost:
(Give a detailed break out of the anticipated expenses related to hosting this event.  Include a breakdown of all costs associated with the facilities, education materials, trainer expenses, and food & beverages.)

(Identify any costs associated with certification or licensing if applicable.  If so identify who is responsible for those costs and any application requirements)

Sponsors:
(Identify if the Branch will be co-sponsoring the event.  If so for how much and from where the money will come from).    

Request:
The (Insert Branch Name) Branch respectfully requests that the Chapter contribute (Insert Dollar Amount Requested) to provide this training opportunity to our membership.  In the event that we are able to secure private or municipal sponsors, we are willing to reimburse the funds contributed by the Chapter.  It is our understanding that a summary of the event, to include financials, shall be provided to the Chapter Board within nine months after the event.
Sincerely, 

The (Insert Branch Name) Branch Board and membership body
