
Request for Professional Development 

Training 

Date: [Insert Date] 

To: [Manager's Name] 

From: [Your Name] 

Subject: Request for Skill Enhancement Training 

Dear [Manager's Name], 

I hope this message finds you well. I am writing to formally request approval for my 

participation in a skill enhancement training program titled "[Training Program Name]" 

scheduled for [insert dates] at [insert location or online platform]. This program focuses on 

[briefly describe the content and relevance of the training]. 

As part of my ongoing professional development, I believe that this training will significantly 

enhance my skills in [specific skills related to your job], which are essential for [mention how it 

aligns with your role, team goals, or company objectives]. 

The total cost of the training is [insert amount], which includes [mention if covering travel, 

materials, etc.]. I am confident that the investment in this training will benefit both my individual 

performance and our team's overall productivity. 

I appreciate your consideration of my request and am happy to discuss this further should you 

have any questions or require additional information. 

Thank you for your support. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Contact Information] 


