Subject: Approval Request – Kentucky Young Professionals Summit (Sept 21)
Hello <supervisor's name>,
I'd like to request approval to attend the 3rd Annual Kentucky Young Professionals Summit on September 21, 2026, at the Louisville Marriott East.
[This session is geared toward <specific skill area, e.g., "relationship-building with member businesses" or "leadership development for early-career professionals">, which directly supports <specific project, goal, or responsibility on your plate>. I'm particularly interested in the session on <specific session/speaker from the agenda>, since it connects to <how it applies to your role>.] You can view the full agenda here: Summit Agenda
Anticipated costs:
· Summit Registration: <$xxx>
· Travel: <$xxx>
· Accommodation: <$xxx>
· Meals: <$xxx>
· Total: <$xxx>
[Note: since the venue is local, I don't anticipate needing accommodation, happy to adjust this breakdown if that's not the case. OR: I've included accommodation because <brief reason, e.g., early start time>.]
Following the summit, I'll put together a brief executive summary with key takeaways and recommendations to share with the team.
Let me know if you'd like to discuss further or if you have any questions.
Thank you for considering this request.
Sincerely, <full name>
<title> <organization>
