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WASHINGTON, DC
JULY 20–24, 2026
Subject: Request to Attend the ISM Advancement Academy
Dear [Supervisor’s Name],
I am writing to request approval to attend the ISM Advancement Academy, a premier professional development opportunity designed specifically for advancement professionals in private-independent schools. The 15th Annual Advancement Academy takes place in Washington, DC, July 20–24, 2026. 
The Advancement Academy offers a structured and interactive environment where I will:
· Develop a mission-driven advancement plan tailored to our school’s unique needs.
· Engage in sessions covering best practices in enrollment management, fundraising, and marketing to explore innovative approaches that can directly benefit our school.
· Work with an experienced mentor to refine strategies and ensure a concrete action plan to implement upon my return.
· Connect with a network of advancement professionals, creating an ongoing support system for sharing insights and solutions.
Since the Advancement Academy is a week-long, in-person event, costs include travel, hotel, and the conference fee. I estimate the cost of my attendance to be [$ amount].
The investment is by no means insignificant. But, I am confident that the insights gained from this experience will directly support our school’s advancement initiatives and lead to measurable improvements.
Thank you for considering my request. I appreciate your support and look forward to the possibility of bringing valuable knowledge and strategies back to our school.
Sincerely,
[Your Name]
[Your Title]
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