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To:  YOUR DEPARTMENT HEAD/MANAGER
From:  YOUR NAME

Subject: Request to attend the 2024 COABE National Conference

I am requesting approval to attend the 2024 COABE National Conference from March 17-20 in Nashville, TN. I would gain access to innovative strategies, evidence-based best practices, and resources provided by renowned, expert presenters across many sectors to help teachers, administrators, local programs, and adult learners succeed in accomplishing their educational and economic goals.

I am most looking forward to:
 
Over 400 sessions to choose from in fourteen content strands of Advising, Recruitment & Retention, Career Pathways, Corrections, Digital Literacy & Technology, ESOL and English Language Learners, Family Literacy, Adult Education General Interest, High School Equivalency, Leadership for Administrators, Learning Differences, Math and Numeracy, Professional Development, Research, Policy and Practice, Science, and Students as Leaders. A wide variety of topics will be covered.
 
Evidence-based education solutions to issues commonly encountered in educators’ work with underserved adult learners; practical ideas I can use right away with our program; and ideas to enhance our work.
 
Networking events that encourage idea-sharing. The Conference has planned several opportunities to network with my peers, including a welcome event Monday and a networking event Tuesday which are both ticketed. As well as both a morning and afternoon drink/snack breaks - all of which are included in the 3-day registration price. 

My plan for ensuring vital work tasks are accomplished in my absence:
[Insert your plan here]
 
I’ve identified these presentations to help address our organization’s needs:
[Full schedule found here] 
· Insert session title
· Insert session title
· Insert session title
· Insert session title
 

Information and testimonials from past COABE Conference attendees:
Of those who completed the 2023 post-event survey, 98% stated the Conference met or exceeded their expectations and 86% said they are considering attending the 2024 COABE Conference.

“Loved being able to meet folks from all over the country interested in the same work! I'm still following up with some of the people I met.” 2023 COABE Conference attendee

“Well organized and once you got the hang of the app it worked great. Loved the evening events. Great speakers and lots of interesting sessions. I have so many I saved that were hybrid so I could watch them later.” 2022 COABE Conference attendee

“The setup of the conference was fantastic. It was spaced out perfectly and allowed for mingling and networking between sessions. Great presenters. Great location.” 2022 COABE Conference attendee
 
High-Level Schedule:
Monday, March 18th
08:00am – 09:10am		Session 1
09:30am – 10:50am		General Session
10:50am – 11:50am		Exhibits Grand Opening/Coffee & Snack Break
11:50am – 01:00pm		Session 2
01:00pm – 02:00pm        		Lunch Break - on your own
02:00pm – 03:10pm		Session 3
03:10pm – 03:50pm		Exhibit Hall/Coffee & Snack Break
03:50pm – 05:00pm		Session 4
07:00pm – 09:00pm          		Presidents’ Welcome Reception - Ticketed Event 

Tuesday, March 19th
07:00am – 08:00am		Regional Meeting Breakfast - Ticketed Event
08:00am – 09:10am		Session 5
09:30am - 10:50am       		General Session
10:50am – 11:50am		Exhibit Hall/Coffee & Snack Break 
11:50am – 01:00pm      		Session 6
01:00pm – 02:00pm         		Lunch Break - on your own
02:00pm – 03:10pm		Session 7
03:10pm – 03:50pm         		Exhibit Hall/Snack Break
03:50pm – 05:00 pm		Session 8
06:30pm – 09:00pm          		Offsite Networking Event - Ticketed Event

Wednesday, March 20th
08:00am – 09:10am        		Session 9
09:30am – 10:40am      		Session 10
10:40am - 11:10am      		Exhibit Hall/Coffee & Snack Break 
11:10am – 12:30pm    		Award Luncheon - Ticketed Event
11:10am – 12:30pm       		Lunch Break
12:30pm – 01:40 pm		Session 11
02:00pm – 03:10pm		Session 12
03:30pm – 04:40pm		Session 13

 
	Estimated budget for 2024 COABE Conference
Monday, March 18 to Wednesday, March 20, 2024

	Registration
	$650/member early bird rate until 1/15/24
	$650

	Airfare
	Round-trip from [your location]
We have a discount group rate with Delta
	Enter your cost

	Hotel Accommodations
	Gaylord Opryland Resort & Convention Center
$235/night plus $25 resort fee/night for 3 nights, (plus taxes)
	$780

	Ground Transportation
	Using a ride-share program like Uber or Lyft from the Nashville airport to the hotel is about $70 round-trip
 
Also include transportation from your home to your airport
	Enter your estimate

	Meals
	Estimated at $70/day
 
(Drink/snack each morning, Monday through Wednesday, and drink/snack each afternoon, Monday and Tuesday are included in 3-day registration fee)
	$210

	Networking Events
	Monday evening hors D’oeuvre included ($50)
Tuesday evening transportation and reception networking dinner and music ($75)

Our networking events are the highlight of the conference and a great opportunity for networking with others in the field nationwide. Learn what other programs are doing that works for them!
	$125

	Total
	 
	Enter total
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