[YOUNG PROFESSIONAL LETTER]


[Insert Date]
Dear [Insert Your Supervisor’s Name],
I write to request approval to attend the Women in Public Finance (WPF) National Conference, which will be held in [Insert City], [Insert State] on [Insert Date Range]. 
As background, WPF is a national organization of over 1,000 women professionals in the public finance sector. WPF advances women’s leadership opportunities by fostering relationships and providing educational activities and forums. The National Conference is WPF’s signature event targeted at furthering its goals of relationship building while providing educational opportunities. It gives time for public finance professionals to gather and discuss timely topics related to public finance, financing capital projects, and municipal bonds as well as providing ample networking opportunities to deepen industry relationships with professionals across the municipal bond space. 
This year’s conference will feature multiple panel discussions on a variety of issues facing the municipal marketplace, as well as keynote speakers focused on individual professional development. I have attached the current agenda for this year’s conference. [Use If Panel Information Is Not Yet Available: Although the panel discussion topics and keynote speakers have not yet been released for this year, based on past conferences, I am confident the panel discussions and keynote speakers will touch on topics directly related to our work. For example, past conferences have featured panels and keynote speakers focused on [enhancing workplace communication skills, issues facing the transportation sector, political risks and the potential short and long term impacts on the sector, and hot topics facing large issuers – Examples Only; Provide Specific Details that Fit Your Situation][footnoteRef:1]] [Use If Panel Information Is Available: I am confident the panel discussions and keynote speakers at this year’s conference will touch on topics directly related to our work. For example, the panels will focus on [Insert Relevant Panels and Speakers][footnoteRef:2]], all of which will strength my understanding of our industry and sharpen my business development skills. [1:  Need help identifying prior year panels and keynote speakers? Refer to our Annual Reports for specifics about the last three conferences.]  [2:  As of February 12, 2026, the agenda has yet to be released for this year’s conference. Once the keynote speakers and panels are announced, information will be posted to the WPF Conference website.] 

As a young professional in the public finance sector, attending the WPF National Conference will allow me to learn more about municipal finance in general while helping to strengthen my subject matter expertise on the municipal market in our industry, all while giving me valuable tools to support my professional development and networking skills. The networking interactions can lead to sources of second opinions from industry experts, collaborations with other public sector personnel that I would not encounter otherwise, interactions and insights from peers in the industry that are beneficial for [Insert Name of Your Organization]. 
The cost of attendance includes the registration fee of [Select Applicable Rate: $150 (issuer member rate) / $775 (non-member rate)], hotel, travel and meals. I have prepared a detailed budget, which I have attached to this letter, and will ensure expenses are kept to a minimum. When I return from the WPF National Conference, I can provide a summary and share the current hot topics that were discussed and any knowledge gained and new relationships built with our team.
I am confident that the experience gained from attending this conference will aid my professional development and contribute to the growth and success of our organization. 
Thank you for considering my request, and I look forward to hearing from you soon.
Very truly yours,
[Your Name]
[Your Position]
