Request for training ahead of annual review template
Dear [manager’s name]
Thank you for scheduling my annual review on [date]. Ahead of the meeting, I wanted to broach the subject of additional training with you. Since my last annual review, I have added the following duties to my responsibilities:
· [list of duties]
· [list of duties]
· [list of duties]
I believe that I would be able to better perform the above tasks and maximise my productivity if I took on a training course in (insert subject here.) This course would allow me to better fulfil my responsibilities, and would also increase my output. 
Thank you for taking the time to consider my request, and I look forward to discussing it further at my annual review. 
Many thanks,
[Name]

