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Continuing Education Assistance Cover Letter 

[Date] 

[Name] 
[Title] 
[Department/Unit] 
[Address] 
[City, State, Zip] 
 
 
Chief People Officer, 
 
[Please provide an explanation outlining the importance of the requested education for 
either your current position or a future position you desire with the agency.] 
 
 
Sincerely, 
 
[Signature] 
 
[Typed Name]  


