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Fill in the highlighted blanks, add your costs, and send this letter to whoever approves your travel. Delete this line before sending.
Date: ____________________
Dear ____________________,
I would like to attend the 2027 ESCA Rising Leaders Summit, taking place February 24–26, 2027, at the Orange County Convention Center in Orlando, Florida. The Summit is designed by and for our industry, with a specific focus on equipping rising leaders with the tools and knowledge they need to succeed in their roles.
Over a day and a half, the Summit combines leadership development sessions, hands-on workshops, and roundtables with industry updates I can apply to my work right away. The networking will help me build lasting relationships with peers and industry leaders across contractors, venues, and suppliers, which supports both my growth and our company’s success.
What I will bring back to our team:
Practical leadership and communication skills I can use on day one
Industry knowledge and current trends from across exhibitions and events
New connections we can call on for faster answers and better service
A post-event report with key takeaways and action items to share with the team
I am requesting approval for the costs of attending, including registration, travel, and hotel. Here is the breakdown:
	EXPENSE
	NOTES
	AMOUNT

	Registration fee
	$850 member / $950 non-member
	$

	Hotel
	Rosen Centre group rate
	$

	Airfare
	Arrive Feb 24, depart Feb 26
	$

	Ground transportation
	
	$

	Other (meals, per diem, etc.)
	
	$

	Total cost of the ESCA Rising Leaders Summit
	
	$



I am confident the Summit will strengthen both my own work and our team’s capabilities. When I return, I will share a report on what I learned and how I plan to put it into practice.
Thank you for considering my request. I would welcome the chance to talk it through.
Sincerely,

____________________
Name, Title
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