
[DATE]
Dear [NAME]: 

I am writing to request approval to attend the 2025 Model Schools Conference (MSC) in Washington D.C, from Sunday, June 22, through Wednesday, June 25. MSC is hosted annually by the Center for Model Schools, a division of HMH, and is recognized as the premier professional learning event for K–12 educators, typically drawing more than 5,000 attendees. 
Unique to MSC is its focus on Model Schools, Innovative Districts, and Epic Educators—highly effective practitioners—that are seeing rapid improvement and transformation in their organizations. MSC uses a peer-to-peer learning model that offers proven, replicable strategies for improving leadership, teaching, and learning that can be applied right away.
[Explain specifically what you plan to learn by attending the conference and how that will benefit your peers and the students in your school or district. What will you take back with you to make a difference?]

Example: At MSC 2025, I will attend innovative sessions and experience hands-on learning environments focused on timely and relevant topics and trends in education. By attending this conference, I can build on my professional practice and bring tangible strategies back to advance our district’s strategic vision for student learning.
Additionally, I will have access to an on-demand library of 200+ resources until September 1, 2025.

Registration for the four-day event includes:

· Access to more than 100 unique sessions and learning opportunities

· Firsthand insight from 30+ of the nation’s most rapidly improving schools/districts who will share how they have significantly increased student performance despite unprecedented challenges
· Three thought-provoking and inspiring keynote presentations from industry leaders

· Opportunities to connect and network with more than 5,000 educators and education leaders

The total cost for the conference is [INSERT TOTAL FROM BELOW]. Here is my estimated breakdown of conference costs:

Registration:
Airfare/Other:

Transportation to and from hotel:

Hotel:

Meals:

Total:

I am confident that I will bring back a great deal of valuable, applicable content, and I look forward to sharing the knowledge I gain with my colleagues. More information about this conference can be found at hmhco.com/msc Thank you for considering this opportunity! 

Sincerely, 

[REQUESTOR’S NAME]
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