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Professional Development Request:

 

Dear [Supervisor's Name],

 

I am writing to express my interest in attending the 2025 Arizona CTE Summer Conference from July 10–16 in Tucson, Arizona. Last year, the Summer CTE Conference featured over 250 presentations on fundamental career and technical education (CTE) topics, and this year’s event promises even more sessions that will directly apply to my work as an [administrator, teacher, postsecondary professional, or counselor].

 

The conference will include in-depth training sessions, demonstrations of the latest technologies, asset management strategies for CTE programs and classrooms, and hands-on workshops. Sessions also offer networking opportunities with CTE peers from across the nation. I look forward to gaining insights on [specific subject areas or products of interest] through breakout sessions, keynote presentations, exhibitor demonstrations, and one-on-one meetings with CTE leaders and subject-matter experts.

 

To support my participation, I would like to request approval for the registration fee and travel expenses, including hotel accommodation and meals, for my stay in Tucson. The conference registration fee is $595.00, including access to a broad range of valuable sessions. This fee covers keynote presentations, a networking reception on Sunday night, plenary sessions, full breakfasts on Monday and Tuesday, buffet lunches on Monday and Tuesday, the ACTEAZ Awards Breakfast on Wednesday, access to exhibitors, and conference materials.

 

While some sessions require additional fees, many valuable sessions are available at no extra cost. A breakdown of the estimated costs is outlined below:

 

· Airfare: [Add estimated flight cost]
· Transportation: [Current mileage reimbursement rate or other transportation costs]
· Hotel: $120 plus taxes for a standard room at Loews Ventana Canyon or Westin LaPaloma in Tucson

· Meals: [Add daily stipend, except for Monday and Tuesday when breakfast and lunch are provided]
· Conference Fee: $595.00

· Additional Session Fees (if applicable): [Insert estimated total]
 

Estimated Total: [Insert overall total]
 

Attending the 2025 ACTE Summer Conference will enhance my skills in [specific CTE areas of interest] and allow me to expand my professional network at local, regional, and national levels within the CTE field. I am confident that this conference will be a valuable professional development experience, providing me with practical strategies, innovative ideas, and a network of peers to support our institution’s goals.

 

Thank you very much for considering my request. I'm looking forward to talking with you about how this opportunity aligns with our organizational priorities.

 

Sincerely,


[Your Name]

