
Dear [Boss's name], 

I am writing to request your approval to attend the TxDLA Conference, [Enter 
dates] in [enter location], Texas. This three-day conference is the premier 
gathering of digital learning innovators and is highly relevant to my role as [Your 
role].

Attending this conference will provide me with the opportunity to: 
• Explore cutting-edge education technologies and strategies

• Network with diverse professionals in the education field

• Enhance my skills in digital learning and instructional design

• Gain practical insights to implement in our organization

• Stay ahead of trends shaping the future of education

The conference agenda includes over 60 interactive breakout sessions on cutting-edge 
topics. I believe the sessions on [Specific topics relevant to your role/organization] would 
be particularly beneficial to our team's goals. The event also offers immersive workshops, 
hands-on training, and an exhibit hall showcasing the latest education technologies. 

I am confident that attending this conference will enhance my knowledge and skills, 
enabling me to make a greater contribution to our organization's educational initiatives. The 
insights gained will help us stay competitive and improve our learning outcomes. 

The cost of registration is [Amount]. This includes access to all sessions, workshops, and 
networking events. I have already researched accommodation options and can provide a 
detailed budget if needed. 

I understand that my absence from the office during the conference may require some 
adjustments to our schedule. I am willing to plan ahead to ensure that my responsibilities 
are covered during my absence and to share key learnings with the team upon my return. 

I would be grateful if you could consider my request. I am available to discuss this further at 
your convenience. 

Thank you for your time and consideration. 

Sincerely, 

 [Your name] 
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