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[DATE]
Dear [NAME]: 

I am writing to request approval to attend the 2018 Leadership Academy in Atlanta, GA, from Friday, November 2nd, through Sunday, November 4th. Leadership Academy is hosted annually by the International Center for Leadership in Education (ICLE), a division of Houghton Mifflin Harcourt, and is recognized as a premier professional learning event designed to deepen leadership skills for transforming learning opportunities for students. Drawing more than 500 educators, Leadership Academy addresses the critical needs of systemwide leadership teams: district and building leaders, teacher leaders, curriculum directors, and coaches. 
This year’s event will focus on developing leadership skills and capacity through the tenets of equity, evidence, and efficacy. Content will be focused around four strategic themes:

1. Creating a Thriving Learning Community

2. Closing the Gaps in Achievement & Opportunity

3. Applying Digital Strategies with Purpose

4. Increasing Achievement through a Balanced Literacy Approach

Registration includes:

· Targeted breakout sessions and learning opportunities for building leadership capacity
· Thought-provoking and inspiring keynote presentations from industry leaders
· Designated planning time to turn newly learned strategies into a practical action plan
· Opportunities to connect and network with more than 500 educators and education thought leaders
The total cost for the conference is [INSERT TOTAL FROM BELOW]. Here is my estimated breakdown of conference costs:

Registration:

Airfare/Other:

Transportation to and from hotel:

Hotel:

Meals:

Total:

I am confident that I will bring back a great deal of valuable information. I look forward to sharing the knowledge I gain with my peers so we can work together to create engaging learning experiences that will help our students truly succeed. More information about this conference can be found HERE. Thank you for considering this opportunity! 

Sincerely, 

[REQUESTOR’S NAME]
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