
Professional Development Proposal 

Date: [Insert Date] 

To: [Manager's Name] 

From: [Your Name] 

Subject: Proposal for Professional Development Opportunity 

Dear [Manager's Name], 

I hope this message finds you well. I am writing to propose a professional development 

opportunity that I believe will benefit not only my career growth but also our team's productivity 

and skill set. 

Proposed Program 

The program I am interested in is [Name of Program/Workshop], which is scheduled to take 

place on [Date(s)]. This program covers the following key areas: 

• [Key Area 1] 

• [Key Area 2] 

• [Key Area 3] 

Benefits 

Participating in this program will allow me to: 

• [Benefit 1] 

• [Benefit 2] 

• [Benefit 3] 

Cost and Funding 

The total investment for this program is [Cost]. I am seeking approval for this expense from our 

professional development budget. 

Conclusion 

I believe that this opportunity will enhance my skills and contribute significantly to our team's 

objectives. I look forward to discussing this proposal with you in more detail. 



Thank you for considering my request. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


