
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

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

approval for participation in [specific professional development program, 

workshop, or conference] scheduled for [dates].  

The opportunity to enhance my skills in [specific area or topic] aligns 

with my professional goals and will benefit our team by [explain how it 

will impact your work or the organization positively].  

The program costs [include costs] and I believe this investment will 

provide valuable returns in [mention specific outcomes or benefits]. I am 

willing to discuss how we can accommodate this request within our current 

budgets and priorities.  

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

response.  

Sincerely,  

[Your Name]  

[Your Job Title]  

[Your Department] 


