Dear [Enter Manager/CEO Name],

I am requesting your approval to attend the Women’s Leadership Summit (WLS) November 6-7, 2023 at the Naples Grande Beach Resort in Naples, Florida. This is a unique opportunity to attend a conference tailored for female business professionals.  

The WLS agenda features sessions that will benefit our company and broaden my professional skills in key areas important to us including leadership, negotiating, building a network and mentorship programs. The sessions at WLS are interactive and create actionable takeaways I can put into immediate use. The education provided teaches women how to be more effective and I will walk away with go-to strategies and a roadmap of how to implement new and improved goals for my position at [Insert Company Name].

WLS features more than a dozen sessions in just a day and a half format, I believe it’s the most efficient and cost-effective option. Between the sessions, Q&A with speakers and networking with other like-minded women in leadership, I plan to learn how I can help advance our company’s [insert current company goals, ex. Sales, Campaigns, Bottom Line, etc.].

Upon my return from WLS, I will come back reinvigorated and motivated to share key takeaways, and implement what I’ve learned to reinvest in my role here as [Insert Title/Position with company] and as a leader in the company. I would like to walk through the agenda with you to determine the sessions I should attend that would benefit our company the most. The agenda is located at OctoberResearchWLS.com/agenda.


For reference, I’ve broken down the approximate cost of my attendance to the Women’s Leadership Summit below:
· Conference Pass (including event meals and sessions): $549.00
· Airfare/Travel to Fort Myers (RSW): 
· Discounted Hotel Rate:  $289/night
· Total: 
Thank you for your consideration of this request to help invest in my professional development and further advance my capabilities for [Insert Company Name].

[Insert Complimentary Close, Ex. Respectfully, Sincerely, Best, Etc.]

[Insert Name]

Optional discussion points and specific takeaways from sessions:
· I should be able to come back with some new clients or prospects for our business.
· What is the impact on promoting our company as one who supports/promotes/educates our women leaders?
· WLS offers the opportunity to promote our participation on social media and on the About Us page on the company website. This is an attribute for attracting new talent.
· This is an opportunity to enter a supportive environment of like-minded women who are willing to be a mentor/mentee. Both parties win when the intentions and goals are aligned.
· WLS opens new doors that will allow me to walk away with the confidence and support I need to excel in my role within the company. 
· Agenda Sessions:
· Developing a Leadership & Entrepreneurial Mindset  - this session will allow me to further expand my strategic thinking skills by taking off the blinders and evaluating the big picture to understand the full impact. 
· Growing Our Journey Together - allows me to learn from successful leaders and walk away with best practices we can share within our organization. 
· Cultivating Your Network for Success – From the golf course to the ballroom, this session will allow me to further expand by network by finding my “yes”, “no” and “I’ve never thought of it that way” people who I can call to bounce ideas off of. 
· Effective Mentor Relationship – provides the opportunity to find a mentor outside the company and ensure I am maximizing the results from our time together. There will likely be tips I can bring back and share for our company mentorship program as well. 
· Cultivating Confidence – will empower me to share the great ideas I have that can help our business grow and become a better leader for my team. 
· Cringe-Free Negotiations – will provide me with the tools for more effective negotiations, both internally and externally. We are all salespeople, so this will assist me in winning more business and helping to drive revenue for the company.
