
Request for Career Development Loan 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Email] 

[Your Phone Number] 

[Recipient's Name] 

[Recipient's Title] 

[Financial Institution's Name] 

[Institution's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to request a career development loan to attend a skill enhancement workshop that I 

believe will greatly benefit my professional growth. 

The workshop, titled "[Workshop Title]," is set to take place from [Start Date] to [End Date] at 

[Location]. This workshop focuses on [Brief Description of the Workshop Content], which 

aligns with my career goals and aspirations in [Your Field/Industry]. 

The total cost of the workshop, including materials, travel, and accommodation, amounts to 

[Total Cost]. I am requesting a loan of [Loan Amount] to cover these expenses. 

I am confident that the skills I will acquire from this workshop will enhance my capabilities and 

significantly contribute to my career trajectory. 

Thank you for considering my request. I look forward to your positive response. 

Sincerely, 

[Your Name] 


