Date: [Insert Date]

[Recipient's Name]
[Recipient's Title]
[Company/Organization Name]
[Company Address]

[City, State, Zip Code]

Dear [Recipient's Name],

I hope this message finds you well. I am writing to formally request funding for professional
development opportunities that will enhance my skills in my new position as [Your Job Title].
As | begin this role, | am eager to ensure that | can contribute effectively to our team'’s objectives.
To facilitate my growth, I am interested in [specific training, workshop, or course] scheduled for
[dates]. This program will provide me with [brief description of skills or knowledge gained] that
will directly impact my performance in this role.

The total cost for this professional development opportunity is [amount]. | believe that this
investment will significantly benefit our team and organization by [explain how it will benefit
the organization].

| appreciate your consideration of my request and look forward to discussing this further. Thank
you for supporting my professional growth.

Sincerely,
[Your Name]
[Your Job Title]

[Your Contact Information]



