Request for training template - general
Dear [manager’s name]
I have been with [company name] for [number of years] and since my last review I have taken on a number of additional duties and responsibilities. These include taking care of [duties], and I would like to request a meeting to discuss the subject of additional training with you. 
By undertaking a training course such as (insert the course you want here), I would be able to increase my productivity when carrying out these duties as well as maximising my output.  
I would be grateful if we could meet to discuss this further, and thank you for considering the matter.
Many thanks,
 [Name]

