Request for Professional Development

Dear [Supervisor's Name],

| hope this message finds you well. I am writing to formally request approval for my
participation in a leadership training program that I believe will significantly enhance my skills
and contribute to our team's success.

The program, titled "[Program Name]," is scheduled to take place from [start date] to [end date]
and will cover essential topics such as effective communication, team management, and strategic
decision-making. | am confident that the knowledge and skills acquired from this training will
empower me to take on greater responsibilities within our organization.

The total cost for the program is [cost amount], which includes materials and certification. | am
seeking your support for this professional development opportunity, as | believe it will greatly
benefit both my personal growth and our team's objectives.

Thank you for considering my request. | would be happy to discuss this further at your
convenience.

Sincerely,

[Your Name]

[Your Position]

[Your Contact Information]
[Date]



