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Email Address
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Subject: Professional Development Opportunity: ARMA Qualifications Programme
Dear Supervisor’s Name,
I am writing to request approval to enrol in the ARMA Qualifications Programme, a nationally recognised professional development pathway designed specifically for research management professionals. ARMA offers two accredited qualifications – the Certificate in Research Management (Foundation) and the Certificate in Research Management (Advanced) – each providing structured learning, sector‑informed content and formal recognition of professional skills.
ARMA’s qualifications have been developed in collaboration with sector experts and are accredited by Awards for Training and Higher Education (ATHE), a global awarding organisation regulated by Ofqual. With their help, the programme curriculum aligns with national standards and the competencies required in modern research management roles. 
Why this programme matters
Participating in this qualification will allow me to:
· Develop a deeper understanding of research management through a structured and comprehensive learning framework, tailored to both entry level and experienced professionals. 
· Develop structured competencies across key areas of research strategy, funding, project management, governance, impact and researcher development, consistent with ARMA’s Professional Development Framework. 
· Enhance my operational effectiveness by building skills directly aligned to the needs of research offices, from funding processes to compliance and strategic support. 
· Apply new knowledge immediately within our team, improving the quality and efficiency of our research support services.
· Build a network of peers across the UK higher education and research sectors, strengthening our institution’s professional connections. 
· Gain formal recognition of both prior learning and newly acquired competencies, supporting my long-term professional development and readiness for future responsibilities.
Programme structure and commitment
The ARMA qualifications are delivered through self-paced online learning, supplemented by webinars and digital resources. Each qualification can be completed within two years, with flexibility for an extended period if needed.  

I am confident that with appropriate planning, I can manage this commitment alongside my responsibilities without impacting delivery.
I intend to undertake the [Foundation or Advanced – adjust as needed] Certificate, which is most appropriate given my current experience and development needs.
· The Foundation Certificate offers broad grounding in research management and is suitable for those at early career stages. 
· The Advanced Certificate provides in-depth insight into the technical and professional aspects of research management for those with experience or expanding responsibilities. 
Estimated costs
Prices for 2026 Registration (no VAT)  
	Foundation Online                           £1215 
Advanced Online                              £1317 

	Foundation Online Monthly*        £101.25 

	Advanced Online Monthly*           £109.75  
    
*Paid in 12 monthly instalments over the first year   
**Remember to factor in membership costs    



Unit 1 Face to Face workshop option: self-funded travel and accommodation as required
Lunch, refreshments and learning materials included 
Where: The Studio, Leeds
When: Tuesday 15 December, 09:30 – 15:30 

Return on investment
Completing an ARMA qualification will deliver significant benefits to our organisation, including:
· Improved quality and consistency in research support processes
· Enhanced understanding of sector wide practices and regulatory expectations
· Increased capacity to contribute to strategic initiatives and cross institutional projects
· Greater ability to upskill colleagues by sharing learning through internal briefings and process improvements.
Upon completion, I will prepare a summary report and share relevant insights and materials with our team, ensuring that the value of the qualification is fully embedded within our department.
Thank you for considering this request. I am confident that undertaking this qualification will make a meaningful contribution to our team’s capability and to the wider goals of our organisation.

Sincerely,

