Hello [Supervisor’s Name],  
Keeping up with the ever-changing trends in [social media, videography, graphic design, public relations, marketing, communications] can be challenging. It is vital that I stay up to date about how to [skill you are seeking] in order to position [college name] as a leader among its peers. 
For this reason, I would like to request permission to attend the NCMPR District 1 Conference, to be held Nov. 3-5, 2025, in Pittsburgh, PA. The National Council for Marketing & Public Relations (NCMPR) is the only organization of its kind that exclusively represents marketing and public relations professionals at community and technical colleges, and this conference is the district’s signature event. 
The conference offers three days of sessions, workshops, panel discussions, inspiring keynotes and networking opportunities. I will be interacting with others in higher education and will build connections to help [college name] address some of the challenges we currently face, such as [detail challenges to your institution]. 
My attendance will allow me to: 
· Gain practical skills through a dedicated PR and Marketing or Creative track.
· Network with other community college communication professionals and meet vendors that have been used by other colleges.
· Learn from real success stories from other community colleges.
I have identified several key sessions that I will have the opportunity to attend during the conference:
· ncmprd1conference.com
I would be happy to give a presentation after attending to share what I have learned. I can also create a worksheet that summarizes the key tools, resources and strategies I discover at the conference.
While the current economic conditions mean that we must be conscientious of expenses, I believe that attending this event will allow me to grow as a professional, develop my skill set, gain new perspectives and deepen my professional interests. I have broken down the costs for me to attend this conference, which I estimate to be $XXXX.00. 
The cost to send me to the conference is:
· Registration (Early Bird): $425 (For reference the 2025 NCMPR National Conference was $850)
· Registration (After October 12, 2025): $499
· Hotel: $169 per night (tax not included)
· Transportation: calculate and list your transportation costs it’s about a $50 taxi from the Pittsburgh Airport to the hotel. 
· Meals included in the registration: Appetizers during the opening night reception on 11/3, breakfast and lunch on 11/4 & 11/5, and dinner on 11/4 for the awards ceremony. list any per diems you may be eligible for based on your institution
· Total Cost: TOTAL
I hope you agree that the NCMPR D1 Conference is a valuable investment of time and resources that will benefit our office, the institution and our students greatly. I’d like your approval to register today.
Thank you for considering this request.
Sincerely,    
[Your Name] 
