
Professional Development Request 

Date: [Insert Date] 

To: [Supervisor's Name] 

From: [Your Name] 

Subject: Request for Professional Development Opportunity 

Dear [Supervisor's Name], 

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

development opportunity that I believe will enhance my skills and contribute significantly to our 

team's success. 

The opportunity I am interested in is [insert program, workshop, or course name], which will 

take place on [insert dates] at [insert location or online]. This program focuses on [briefly outline 

the contents or objectives of the program] and aligns with my current role as [your position] and 

our team's goals. 

Participating in this program will help me to [describe how it will benefit your work]. I am 

confident that the skills and knowledge I gain will not only contribute to my professional growth 

but also enhance our team's overall performance. 

The total cost of the program is [insert amount], which covers [list what is included, e.g., 

registration, materials]. I kindly ask for your approval to utilize our professional development 

budget for this opportunity. 

Thank you for considering my request. I am looking forward to discussing this further and am 

happy to provide any additional information or documentation as needed. 

Best regards, 

[Your Name]  

[Your Job Title]  

[Your Contact Information] 


