
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Employer's Name]  

[Company's Name]  

[Company's Address]  

[City, State, Zip Code]  

Dear [Employer's Name],  

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

financial assistance for [specific course, program, or need] that I 

believe will greatly benefit my professional development and contribute 

to our team's success at [Company's Name].  

As you are aware, [briefly explain your current position and 

responsibilities]. I am eager to enhance my skills and knowledge in 

[mention specific area or field], and I have identified [specific course 

or program] that aligns with both my career goals and the objectives of 

our team.  

The total cost of the program is [amount], and I am seeking [mention 

specific financial support, e.g., full or partial funding]. I am 

confident that this investment will [explain how it will benefit the 

company, e.g., enhance productivity, improve skill set, etc.].  

I appreciate your consideration of my request and am happy to discuss 

this matter further at your convenience. Thank you for your support and 

understanding.  

Sincerely,  

[Your Name]  

[Your Job Title] 


