Dear [Supervisor’s Name],

I’m writing to request your approval to attend PMIWDC 2025 Conference on behalf of [insert name of organization or team].
The PMI Washington, DC chapter is the largest in the world, and the 2025 PMIWDC will offer unique opportunities to learn, network, and gather new ideas from a large and inspiring set of professionals. I believe my attendance is critical—not only for my professional development, but also to enhance the quality and efficiency of our daily work.
The event takes place 24-25 October 2025 at the Hilton National Mall.  
The event will provide tools and insights that support my role, equipping me with strategies and best practices I can apply directly to my work. It will also provide updates on industry trends, innovative solutions, and emerging technologies to help us stay competitive and forward-thinking.
Over two days, I’ll have the opportunity to gain fresh perspectives from future-focused keynotes who are transforming industries and reimagining leadership. I’ll explore Interactive breakout sessions and workshops designed to disrupt the status quo and empower me with new strategies to use in my job and share with teams in our organization.
In addition, as a holder of [insert the PMI certification(s) you hold], I’ll be able to earn Professional Development Units (PDUs) to maintain my certification(s).
When I return, I’ll submit a post-event report that includes an executive summary, key takeaways, and actionable recommendations. I’ll also share relevant insights with key team members in a debrief or lunch-and-learn session.
Estimated Costs to Attend PMI Global Summit 2025 (if applicable):
· Summit Registration Fee: (mention price as per your fee category)
· Hotel & Travel: (remove if not applicable)
· Miscellaneous: (meals/taxi) 
I appreciate your consideration and approval. I’m committed to making sure our organization receives maximum value from this opportunity.
Sincerely,
 [INSERT NAME HERE]




