Request for Professional Development

Date: [Insert Date]

To: [Supervisor's Name]

From: [Your Name]

Subject: Request for Professional Development Opportunity
Dear [Supervisor's Name],

I hope this message finds you well. I am writing to formally request approval for a professional
development opportunity that | believe will significantly enhance my skills and benefit our team.

The [Course/Conference/Workshop Name], organized by [Organizing Body], focuses on [Brief
Description of the Content]. It will take place on [Dates] at [Location/Online]. The cost of
attendance is [Amount].

| am confident that participating in this event will help me [Explain how it aligns with your role
and the organization's goals].

| would appreciate your support in this endeavor and am happy to discuss it further at your
convenience. Thank you for considering my request.

Sincerely,
[Your Name]
[Your Job Title]

[Your Contact Information]



