MS OFFICE MAESTRO
Microsoft 365 with Copilot — The Human Advantage
Business Case Letter Template
A ready-to-use letter for requesting training approval and funding from your manager.

How To Use This Template
This letter is written for you to send to your own manager, so please copy the text on the next page into a blank document rather than using this cover sheet or any MS Office Maestro branded paper. It should read as your own request, not as a document from us.
Before You Send It
1. Fill in every bracketed section: your name, your manager's name, the current dates, and pricing
1. Adjust the tone so it sounds like you, add or remove points depending on what matters most to your manager
1. Check the current price and cohort dates at msofficemaestro.com before you send, so the figures are accurate
1. Delete this cover page once you have copied the letter across
Need Help?
If you would like support making the case, or want to talk through how this training fits your role, you are welcome to book a call via Microsoft Bookings at msofficemaestro.com.

Subject: Request to Attend Microsoft 365 with Copilot, The Human Advantage
To
[Manager's name and job title]
From
[Your name and job title]
Date
[Date]
Dear [Manager's name],
I would like to request approval and funding to attend Microsoft 365 with Copilot, The Human Advantage, a live cohort training programme delivered via Teams by MS Office Maestro. Below is a summary of the training, the cost, and the value it will bring to our team.
Why This Training
Copilot and AI tools are becoming part of daily working life, and many of us are using them inconsistently or not at all. This programme is built specifically for Executive Assistants, PAs, and VAs, and focuses on practical, judgement-led use of Microsoft 365 with Copilot, not just tool tutorials. It will help me use these tools more confidently, save time on routine tasks, and support better decision-making in my role.
What The Training Covers
1. Practical, real-world use of Microsoft 365 with Copilot across Word, Excel, Outlook, and Teams
1. Building AI-assisted workflows that fit around existing responsibilities, not replacing sound judgement
1. Confidentiality and data handling considerations when using AI tools at work
1. Live delivery in a cohort format, with direct access to the trainer and peer discussion, not a pre-recorded course
Trainer Credentials
The course is delivered by Shelley, Microsoft Applications and Copilot Trainer, with over 25 years of experience, 48 published books, and CDOL, COLF, and FLPI credentials. She trains organisations and individuals across UK public sector, finance, and healthcare sectors.
Cost and Time Commitment
[Insert current price and dates, e.g. Early Bird £297 until 25 August 2026, then £397. Cohort dates: [insert]]
The course is delivered live via Teams over [insert number] sessions, requiring approximately [insert hours] of my time in total.
Return on Investment
1. Time saved on repetitive administrative tasks through AI-assisted workflows
1. Reduced risk from safer, more confident, and more consistent use of AI tools
1. A practical skill set I can apply immediately and share with colleagues
1. Improved efficiency across the tasks I already own, at no extra headcount cost
Next Steps
I would welcome the opportunity to discuss this further. Full course details are available at msofficemaestro.com, and I am happy to answer any questions or provide additional information.
Thank you for considering this request.
Warm Regards,
[Your name]
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