Request for Approval to Attend and Present at WCET 2026 in Minneapolis, MN

Dear [Name],

I am writing to seek your approval and funding to attend and present at the WCET 2026 conference in Minneapolis, Minnesota, scheduled for October 14-16. This conference focuses on the latest trends in digital learning and offers a platform for meaningful discussions around effective practices and policy issues that are vital to our field. 

I am excited for the opportunity to share my insights on [specific topic or session title] with higher education leaders, educators, and professionals, including digital learning administrators, instructional designers, and higher ed policy experts. I will find out if my proposal has been accepted by April 17th, and I must confirm my participation by June 5th.

Engaging in this intimate and collegial environment will allow me to engage in discussions, collaborate with peers, and exchange innovative ideas that can enhance our digital learning initiatives. The conference will feature: 
· Preconference workshops, plenary sessions, panel presentations, and facilitated discussions. 
· An informative policy track that addresses key regulatory issues, including accreditation, impacting our work. 
· Collaborative sessions focused on pressing digital learning topics such as artificial intelligence practice and policy, accessibility of digital content, and assessment of online learning program and course readiness. 
· An Ask the Expert session where I can connect directly with industry leaders on a variety of topics. 

By participating as a speaker, I will not only represent our institution/organization but also gain invaluable insights that can be translated into actionable strategies for our online learning programs. The knowledge and perspectives gained will directly benefit our team and contribute to enriching our learners’ experiences. 

I have detailed below the estimated costs for the trip: 

	Lodging at the Marriott Minneapolis City Center (conference venue) for [#] nights:
	$239 x number of nights
If you need to include tax, etc., see the booking site for a better estimate.

	Conference registration (flat rate for speakers, must register by September 23): 
	$825

	Airfare
	$

	Transportation to/from the airport:
	$

	Meals included in the conference:
· Breakfast: October 15 and 16
· Awards lunch: October 15
Costs for meals outside of the conference:
· Per diem for October 14
· Dinner on October 15
· Lunch on October 16
	



$78
$40
$20



I believe that attending WCET 2026 will be a valuable investment for our institution/organization. Upon my return, I will share the insights and knowledge gained from the conference with our team, ensuring that we leverage this experience for our ongoing initiatives. 

Thank you for considering my request for approval and funding to attend this important conference. I look forward to your positive response. 

Regards,
[Your Name]

