Subject: NPS 2020 – Professional Development Request 

Dear,

I would like to attend National Policy Seminar (NPS) 2020, hosted by the Association for Career and Technical Education® (ACTE) and taking place this March 29–April 1 in Arlington, Virginia. This year, NPS 2020 will feature sessions and opportunities that will be directly applicable to my work on the <project(s) you are working on>.

This event is designed for all CTE professionals, from teachers and administrators to counselors and business partners, and includes:

· Sessions on the Strengthening Career and Technical Education for the 21st Century Act (Perkins V) and the Higher Education Act (HEA).
· Interactive advocacy training, incorporating expert advice and hands-on work to ensure that we as attendees are prepared to share our success stories with both policymakers in Washington and our community at home.
· A full day on Capitol Hill that includes meetings with Members of Congress and their staff to share success stories on and request support for our local CTE programming needs,  a congressional staff panel covering the latest issues and policies as they relate to CTE, and an evening networking reception for attendees.
· An Innovation Summit that will explore the techniques, tools and approaches to teaching CTE in a changing world of work. 
NPS 2020 will also provide numerous networking opportunities with 400+ CTE professionals showcasing and sharing ways CTE makes lasting changes in our students’ lives. It's a great opportunity for me to gain first-hand insights on <name subject areas or specific products interested in> from breakout sessions, keynote speakers and other CTE subject-matter experts to one-on-one meetings with Members of Congress and their staff. I will then be able to share these insights once I return home so that we can ensure our programs are reflective of current policy trends and prepared for changes in federal requirements.
I am seeking your support for the registration fee and travel expenses, including hotel accommodations and meals, during my stay in Arlington, Virginia for the event. The registration fee (if I register by the early-bird date of Feb. 21) for NPS 2020 is <select one $385 ACTE member/$475 non-member>, an incredible value considering the comprehensive array of CTE topics and experiences, which you can review at www.acteonline.org/nps. After Feb. 21, the regular rate to attend NPS 2020 is <select one $405 ACTE member/$505 non-member> 
<Review the numbers in brackets below and adjust them to reflect your specific expenses. Travel costs will vary and should be changed to reflect your costs.> 

Here is a complete approximate breakdown of the event costs:
· Airfare: <add flight expenses> 
· Transportation: <add actual, estimated at $40-$70 per person, roundtrip fare >

· Hotel: <add actual, $269 single/double plus 13.25% occupancy tax, per night, at the event’s host hotel, Crystal Gateway Marriott>
· Meals: <add actual, average $66 per-day stipend>
· NPS Registration Fee: <$385 ACTE member/$475 non-member – Early-bird rate if registering by Feb. 21. After Feb. 21, the rate is $405 ACTE member/$505 non-member. 
· Total:  < Insert total>
NPS 2020 presents an opportunity for me to gain important insights into the federal and state policy trends that will directly impact CTE, while strengthening contacts at local and national levels in CTE. My attendance at this event will be a professional investment, which will support strategies for educating local and national leaders on the crucial role CTE programs play in providing career exploration and education opportunities for students in our community and nationwide.

I look forward to your reply.

Sincerely

Insert Name Here
