
Professional Development Request 

Date: [Insert Date] 

To: [Supervisor's Name] 

Company: [Company Name] 

Address: [Company Address] 

Dear [Supervisor's Name], 

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

development opportunities that I believe will enhance my skills and contribute to our ongoing 

projects. 

Specifically, I am interested in attending [Name of Workshop/Conference/Training] scheduled 

for [Dates] at [Location]. This program focuses on [Brief Description of the Topic], which 

directly aligns with our current work in [Specific Project or Task]. 

The total estimated cost for the program is [Insert cost], which includes [List of Costs - 

registration, travel, accommodation, etc.]. I believe this investment will not only benefit my 

personal development but will also bring significant value to our team and projects moving 

forward. 

I appreciate your consideration and support in this matter. Please let me know if you require any 

additional information or would like to discuss this further. 

Thank you for your time! 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


