
[Date] 

Dear [Management], 

I would like to attend the Atvance Intellect Information Officer Data Privacy training 

programme in [insert preferred course date] 2022.  

 

The programme is designed to provide [insert company name] and me with the necessary 

information and tools for [insert company name] to reach compliance with the Protection of 

Personal Information Act (POPIA). 

 

It also fulfils the mandated certification and training requirements required for my role by 

POPIA. 

 

These are some of the benefits this course provides the business and how it will support my 

role.  

• In-depth insight into privacy principles set out in POPA and practical training on 

law, risk management, and compliance – in the field of data privacy. 

• Facilitation of knowledge transfer of data privacy to the business to mitigate 

risks caused by human error. 

• How to build a privacy compliance framework suitable for our specific business 

requirements. 

• Insight into the Information Officer role, including company and individual liability, as 

well as Regulator guidance on appointments. 

• The knowledge and resources required to establish our data privacy risk profile and 

how personal information regulation impacts our business. 

• The right tools and controls needed to negotiate the correct data privacy terms in 

our contracts. 

• How to run our data privacy function, from strategy development to managing 

and creating gap analyses, and ongoing compliance checking. 

• How to manage personal data breaches, including how to determine what 

constitutes a data breach and when to report these to the Regulator. 

 

The programme has four modules that require a time commitment of 42 hours over four 

weeks, with lectures once a week and assessments which I may complete in my own time.  

 

Once I have completed the training, I will be given access to an online portal containing 

templates, guidance and diagrams which will assist me in implementing what I have learnt. 

These will be updated and maintained, incorporating best practice and legislative 

developments, for one year after I have completed the course.  

 

I believe that this course can provide me with the knowledge and skills I need to manage 

my role more effectively, and it will also assist us in becoming compliant with POPIA.  

 

After attending, I will gladly share what I have learned with my colleagues and key 

personnel and will help identify how we can implement the best practices, skills and ideas I 

return with.  

Thank you for considering my request. I look forward to your reply. 

Regards, 

[Your Name] 


