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Dear [Supervisor’s Name],

I am requesting approval to attend ICBA’s [Event Name], which will be held [Event Date/Location]. 

After reviewing the program, I believe it offers valuable insights that will enhance my knowledge and skills in [specific area]. It is led by industry experts who specialize in the unique needs of community banks of all sizes. The [Event Name] will focus on [key topics covered – add the specific event’s learning objectives or agenda topics].

For a Seminar or Conference:
Attending this training will provide me with updated industry best practices, hands-on learning experiences, and networking opportunities. These insights will be instrumental in improving my effectiveness in [your role] and in supporting our organization’s goals.

For an Institute and you wish to become certified use the following: 
Attending this [Institute/Certification Program Name] will provide me with updated industry best practices, hands-on learning experiences, and networking opportunities that will result in earning a nationally recognized certification in [certification specialty]. This will not only strengthen my expertise in [specific area] but showcase my achievement and reflect our bank’s commitment to ongoing learning.

Below is a breakdown of the costs and time associated with my attendance:

· Registration Fee: [Class fee] + [Testing fee for certification program]
· Travel Expenses: [Estimated costs, if applicable]
· Total Investment: [Total cost]
· Time Commitment: [Estimated duration]

I am confident that this training will provide me with valuable tools and knowledge that will directly benefit our team. I appreciate your consideration and look forward to discussing this opportunity further.

Sincerely,
[Your Name]
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