[DATE]

Dear [ENTER BOSS’S NAME],

Subject: Conference Attendance Approval Request- 2021 National EdTech & Innovation Conference
I am writing to request your approval to attend the National EdTech & Innovation Conference, taking place on October 20-22 at Bally’s Las Vegas Hotel & Casino. 

The NEIC-2021 will help me develop an effective action plan that is unique to our own school and  surrounding community and learn how to engage the widest range of stakeholders to make our [insert school’s name] technology-enabled -- the way learning environments really should be.

I will join other delegates from all over the country representing every sector of society to model a community process to help with transition to digital learning, including technology-based assessments, learning innovations, teaching with technology and funding our transition to digital learning. This will help me find out what are other schools are doing now and discover how they are confronting challenges similar to the ones our school faces.

I’ll have access to experts, educators, and first responders involved with some of the actual events that shocked our nation.  

I’ll be able to choose from over 42 sessions, tailoring my schedule to get exactly the information I need. 
Enough listening. It is time for me, for real hands-on experience. 

In addition to attending the educational conference sessions, I will be able to participate in the following workshops:

· Discuss our digital transition and shifting to a technology-supported classroom, with peers and colleagues who can share their own journey experience.

· Identify the required skills, professional development and support for our teachers and rethink roles and practices of educators to support our digital transition.

· Get to know the technology infrastructure required to support learning including the key elements of an infrastructure plan.

· Discover available funds for our transition to digital learning from both state and federal governments.

· Learn how to close the digital divide and make transformative learning opportunities available to all learners.

· Take action to prepare our organization for a digital transformation. Do not risk our district to be left behind.

· Meet and build relationships with educators who already started their own digitization journey to share best practices and how to overcome common challenges.

· Interact with my peers to gain first hand insight from those facing similar real-world challenges and issues to yours.

· Meet with education stakeholders and knowledgeable representatives from top solution providers to help you select and evaluate real-world solutions.

· Find out what key specific skills and competencies needed technologies in the age of “See-What-I-See” and identify the key challenges and organizational barriers for a successful digital transition.

· Participate in forums with educators and make our voice heard in an interactive dynamic environment.
I have attached an outline of the sessions I plan to attend. [attach sessions worksheet].

Many of these workshops, case studies and sessions at NEIC are clearly aligned with our goals-or specifically address some of our biggest challenges. 

In addition, after reviewing the speaker bios, I’d like to meet and learn best practices concerning educational technology, and to find out what are they doing—or not doing. [attach Speakers List] and also attached some quotes from them. We can apply those practices to [insert school’s name].In short, I will learn new strategies and solutions that will improve our e-learning. 

My projected costs for attending NEIC-2021 are [insert cost from worksheet]. This includes registration, transportation, lodging, events, and meals. This estimate assumes that I register by Sept 03, 2021, to receive the discounted rate for early registration.

You can learn more about the event at www.neicweb.com.
Sending more than one person to the conference insures that we’ll be able to get to all of the breakout sessions and share our knowledge when we return to the [insert school’s name]. NEIC-2021 is offering a special discount for teams. We can send up to 4 people for the price of 3 or 7 people for the price of 5 or 10 people for the price of 7.

I hope you will consider my request and grant me approval to attend. 
Thank you for your consideration.

Sincerely,

[Your Name]
