Professional Development Leave Request
Date: [Insert Date]

To: [Supervisor's Name]
[Department Name]
[Healthcare Facility Name]

Dear [Supervisor's Name],

| am writing to formally request a professional development leave from [start date] to [end date]
to enhance my skills and knowledge in [specific area of development, e.g., patient care, new
medical technology, etc.]. This program/conference/workshop, titled "[Title of Event],” will take
place at [Location], and | believe it will greatly benefit my role within our team.

During this time, I will ensure that all my responsibilities are managed effectively. | am happy to
assist in training a temporary replacement or creating a transition plan to cover my duties while |
am away. My commitment to our department and patient care remains my priority.

| appreciate your consideration of my request and look forward to discussing this with you.
Please let me know if you need any further information or documentation.

Thank you for considering my professional development.
Sincerely,
[Your Name]

[Your Job Title]
[Contact Information]



