
[Date] 

[Manager's Name] 

[Manager's Title] 

[Company Name]  

RE: Professional Development Leave Request - Labor Law and Compliance Seminar 

Dear [Manager's Name], 

I am writing to formally request professional development leave to attend the "[Name of 

Seminar]" scheduled for [Start Date] to [End Date] in [Location/Online]. 

This seminar focuses on the latest updates in labor laws, employment regulations, and 

compliance strategies. As my role involves [mention a specific duty, e.g., managing personnel or 

overseeing contracts], staying current with these legal requirements is essential to mitigate risks 

and ensure our department remains compliant with state and federal mandates. 

During this seminar, I aim to cover key topics including:  

• Recent changes to wage and hour laws. 

• Best practices for workplace safety and health compliance. 

• New regulations regarding employee leave and benefits. 

I have ensured that my current projects will be up to date before my departure. During my 

absence, [Colleague's Name] has agreed to handle urgent matters related to [Specific Task]. I 

will also be available via email for any emergencies. 

Upon my return, I look forward to sharing the insights and compliance checklists gathered 

during the seminar with the rest of the team. 

Thank you for your time and for supporting my professional growth within the company. I look 

forward to your positive response. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Employee ID/Department]  


