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Dear [Manager/HR Rep’s Name]:

I am requesting support to attend IAAP’s Enterprise Leadership conference on September 28 through 30, 2020, in Seattle, Washington. I think it’s important I attend; please allow me to share why.

Growing in my career and our organization is important to me. One of my career goals is to become an executive assistant to a C-suite executive in the next 1-3 years, and I want to ensure I am positioned for this move and effective as soon as possible. This conference will train me in areas like designing an executive partnership, influence and persuasion, communication, and much more. These skills will help me in my current role, set me up for success in my goal to become an executive assistant at the C-suite level, and help our organization’s bottom line by streamlining the process and ensuring I have the necessary tools to be immediately successful.

Here is a cost breakdown for my attendance:
	Item
	Cost
	Details/Notes

	Conference Registration
	$1,899
	IAAP Member Early Bird Rate

	Airfare
	
	

	Hotel
	
	$219/night plus taxes

	Meals
	
	Breakfast and lunch included on all full conference days

	Miscellaneous
	
	

	Total
	
	



Details regarding the conference are in the attached brochure. Thank you for your consideration and review. I look forward to continued growth within our organization.
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