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[On your own letterhead]
Date: [Insert Date]
Subject: Request for Approval to Attend Executive Leadership Retreat
Dear [Supervisor Name],
I am requesting approval to attend the Executive Leadership Retreat; a professional development experience designed specifically for educational leaders.
This retreat combines executive coaching, leadership development, strategic planning, and collaboration with other district and campus leaders in a focused learning environment. Unlike a traditional conference, participants engage in guided coaching, structured professional learning, and dedicated planning time to develop actionable strategies that can be immediately applied within their organizations.
The retreat aligns with my professional growth goals and will provide practical tools to strengthen leadership effectiveness, organizational systems, and team development. In addition, participants earn professional development hours while engaging in learning experiences directly connected to educational leadership.
Upon returning, I will apply the leadership strategies and action plans developed during the retreat to support district priorities and organizational goals. I will also share key learning and resources with colleagues as appropriate to maximize the impact of this professional learning opportunity.
Thank you for your consideration. I would be happy to provide additional information regarding the retreat agenda, learning objectives, anticipated outcomes, and estimated costs.
Respectfully,

[Your Name]
[Position]
[Campus/District]
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