
Application for Professional Development 

Funding 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Email] 

[Your Phone Number] 

[Recipient Name] 

[Recipient Title] 

[Organization Name] 

[Organization Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I am writing to formally request funding for professional development opportunities that will 

enhance my skills and contribute to our team's success. As a [Your Job Title] at [Your 

Organization], I am committed to continuous improvement and believe that further training in 

[specific area of training] will greatly benefit my role. 

The specific training program I am interested in is [Program Name], which will take place on 

[Dates]. The total cost for this program is [Cost], and I am requesting [Amount] from the 

professional development fund to cover a portion of this expense. 

I am confident that the knowledge and skills gained from this program will enable me to [briefly 

explain how it will help you and the organization]. I appreciate your consideration of my request 

and look forward to the possibility of furthering my professional development with your support. 

Thank you for your time and consideration. 

Sincerely, 

[Your Name] 

[Your Job Title] 


