Dear [Enter Manager/CEO Name],

I am requesting your approval to attend the Women’s Leadership Summit (WLS) November 2-3, 2026, at The Monarch Hotel in San Antonio, Texas. 

WLS offers concentrated professional development and an agenda focused on skills directly relevant to my role including leadership, communication, negotiation, relationship building and career growth. With more than a dozen sessions in a 1 ½ day format, this is an efficient program that lessens time I’d need to be away from my normal responsibilities.

The sessions at WLS are designed to be interactive and provide actionable takeaways I can bring back to the team and put into practice immediately. And WLS also offers opportunities to ask questions and learn from professionals who bring experience from a variety of roles and industries.

I am particularly interested in the sessions focused on [insert the topics or skills most relevant to your role]. Strengthening these areas would help me [insert a specific organizational or professional goal, like lead projects more effectively, communicate with greater confidence, strengthen client relationships, manage competing priorities, etc.].

Following WLS, I will prepare a summary of the most relevant takeaways and recommendations and how they could be applied for our team. I would also be happy to share what I learned during a team meeting or one-on-one conversation. 

I would like to review the agenda with you to identify the sessions that would be the most beneficial for our company. The agenda is available at OctoberResearchWLS.com/agenda. Also, for your reference, I’ve broken down the approximate cost of attending WLS below:
· Registration: $
· Optional: Emotional Quotient (EQ) Assessment: $150
· Airfare/Travel to San Antonio (SAT): 
· Discounted Hotel Rate: $283/night
· Total:
Results from the most recent WLS attendee survey further support the value of attending:
· 100% said they would recommend this event to other professional women.
· 98% rated the speakers as Met or Exceeded Expectations
· 96% rated the session content as Met or Exceeded Expectations
· 95% said they made new contacts

Additionally, one attendee described WLS as valuable for women in any industry and at every stage of their careers, and called it, “short but mighty, informative and empowering.”
Thank you for your consideration of this request and the opportunity to invest in my professional development while strengthening the skills I bring to [Insert Company Name].

Respectfully, 

[Insert Name]


Optional discussion points and specific takeaways from sessions:
· I might be able to come back with new clients or prospects for our business.
· The positive impact of promoting our company as one who supports/promotes/educates its women leaders.
· WLS offers the opportunity to promote our participation on social media and on the About Us page of our company website. This could be impactful in attracting new talent as our business is projected to increase in the coming months.
· WLS provides opportunities for growth, networking and education.
· WLS provides platforms for learning and empowerment, offering attendees a chance to engage in inspiring conversations and gain deeper understanding of leadership skills through insight from established leaders. 
· WLS provides the energy, confidence and support I need to further excel in my role at our company.
Enhance your letter even more by pulling in specific training and development goals from your annual reviews/career development discussions.
