Sample Letter: Professional Development Request to Participate in Mothers@Agencies Coaching Program

SUBJECT: Approval Request for 4A’s Mothers@Agencies Coaching Program this Fall

Dear [INSERT NAME OF SUPERVISOR/MANAGER],

I am writing to request approval to participate is the 4A’s Mothers@Agencies virtual coaching program taking place on Wednesdays starting September 6, 2017 and ending December 6, 2017.
The 4A’s offers several learning and development programs for advertising professionals to develop both soft and hard skills through a variety of formats. Mothers@Agencies is a 16-week virtual coaching program that will help me become a stronger, effective leader through a relatable, coach-led curriculum. I would be meeting bi-weekly with a certified coach team who can uniquely shape the conversation and guide me in identifying what success looks like for me. 
Participating in Mothers@Agencies this fall will give me an edge in balancing my responsibilities at work and at home. The knowledge and skills I will acquire will be immediately applicable to my current goals and responsibilities such as:
· [INSERT current projects, goals, and/or objectives]
Further details about Mothers@Agencies can be found at: http://www.aaaa.org/event/mothersagencies-2017-fall-program/
The cost of registration is $1,600 for 4A’s members and $2,000 for non-members. The deadline for registration is August 15th.
Can we talk about how I can take advantage of this developmental opportunity?
Thank you for your consideration,

[YOUR NAME]

