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 How to use this template: Replace all text in square brackets with details relevant to your role and organisation. Delete this instruction box before sending. 

Dear [Manager’s name], 
I am seeking approval to undertake AusIMM’s Report Writing for Mining Associate Certificate, commencing [course start date], to strengthen my ability to produce clear, credible and fit-for-purpose reports that support sound decisions. 
The course will build practical skills in planning, structuring, writing and refining mining reports. It covers industry report types and expectations, audience needs, logical structure, clear and concise language, effective use of tables and charts, editing, peer review, quality assurance, proofreading and appropriate use of writing tools, including AI. 
This learning is directly relevant to my work in [briefly explain the connection to your role, reporting responsibilities or a current project]. Applying the course learning would help me contribute more effectively to: 
· producing reports with a clear purpose, logical structure and appropriate level of detail; 
· tailoring technical information for different audiences and decision-makers; 
· communicating findings, recommendations and risks more clearly and persuasively; 
· reducing ambiguity, wordiness and common errors that can undermine report quality; and 
· applying a more consistent writing, review and quality-control process. 
The course’s mining-specific examples and practical activities would help me apply the learning directly to [reports, proposals, submissions or other documents relevant to your work].  
AusIMM
AusIMM is the peak body for people working in the resources sector and provides globally recognised professional development for industry professionals.
Further information is available on the Report Writing for Mining Industry Associate Certificate course page.
The applicable course fee is [copy the relevant price from the table below] and I am requesting approval for [describe the funding or support requested].

Note: If other employees would benefit from this course, a 10% group discount is available for three or more participants from the same organisation who enrol in the same intake through a single booking.

I would welcome the opportunity to discuss this request and how I can apply the learning to support [team, project or organisational objective].
 
Kind regards, 
[Name] 
[Title] 
	2027 course fee table

	Participant type
	Australia
	International

	AusIMM member
	AUD1722.00
	AUD1565.45

	Non-member
	AUD2100.00
	AUD1909.09
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