How to use this template: replace the text in [brackets], adjust anything you like, then delete this note. You can also attach our one-page program summary.
[Date]
Subject: Request to attend The Craft of Convening (February 22–25, 2027)
Dear [manager’s name],
I’d like to request support to attend The Craft of Convening, a four-day retreat and three-month mentoring program to hone the facilitation skills  of professionals who lead high-stakes meetings, retreats and multi-stakeholder processes. The retreat will be held February 22–25, 2027, at Whispertree in Mendocino County, California, complemented by four online group mentoring sessions and an individual coaching session carried out between March and early June 2027.
In my role as [role], I [design / lead] [types of convenings, e.g., grantee convenings, community consultations, strategy retreats]. The program would help me [specific benefit, e.g., design for genuine participation across differences in power, choose the right methods for each group, handle conflict in the room]. It would be especially useful for [upcoming project or convening].
After the program, I’ll share what I’ve learned with the team by [e.g., a short presentation, a practical toolkit, applying it to our next convening].
The total cost is $[amount] for [lodging option], all-inclusive (training, mentoring, coaching, lodging and meals), plus about $[amount] for my travel to and from the venue. Registering by December 20, 2026, saves $300. The organizers can invoice [organization] directly (within two business days) and provide a W-9 if needed.
I’d be grateful for a decision by [date], so I can register before the early-bird deadline. A one-page summary of the program is attached, and more information is available at www.CraftofConvening.com. 
Thank you for considering this request.
Sincerely,
[Your name]
[Your title, organization]
