Professional Development Request for Certification
Approval

Date: [Insert Date]

[Your Name]

[Your Position]

[Your Department]
[Your Organization]
[Your Email]

[Your Phone Number]

Dear [Supervisor's Name],

I hope this message finds you well. I am writing to formally request approval for professional
development in pursuit of [specific certification name], which is offered by [certifying
organization]. This certification is highly regarded in our industry and aligns with our team's
goals of [mention relevant goals or objectives].

The certification program consists of [briefly describe the program, including duration, format,
and key components]. | believe that acquiring this certification will greatly enhance my skills
and enable me to contribute more effectively to our team.

The total cost of the certification is [insert cost], which includes [mention what the cost covers,
e.g., registration, study materials, etc.]. I am confident that this investment will yield substantial
benefits for our department and organization as a whole.

| greatly appreciate your consideration of my request and would be happy to discuss this in
further detail at your convenience. Thank you for your support in my professional development.

Sincerely,
[Your Name]



