Subject: 2026 Professional Development Request  
Dear (Manager),
I am writing to request approval to attend the COMTO 55th Anniversary National Meeting & Training Conference, which will be held from July 25-28, 2026, at the Grand Hyatt in Washington, DC. The conference’s theme, “Rooted in Legacy, Driving the Future of Transportation,” will provide invaluable insights into key areas such as leadership and workforce development, technology and innovation in transportation, and access and partnerships driving economic opportunity. The sessions will feature leading industry experts, best practices, and innovative strategies that will directly support our work. By attending I will:
· Gain insights from thought leaders on the future of transportation infrastructure and policy.
· Explore emerging technologies that enhance connectivity, mobility, and sustainability.
· Learn best practices in workforce development, leadership, and planning.
· Network with key stakeholders, government officials, and industry professionals.
· Identify opportunities for collaboration and strategic partnerships that will benefit our organization.
I will be able to bring back actionable strategies, best practices, and innovative solutions that can be implemented within our organization to enhance efficiency and service delivery. I am happy to share key takeaways with our team upon my return to maximize the investment in my participation.
The full price conference fee is <$xxxx>, if registered by Tuesday, July 3, 2024 (standard pricing) . An early bird rate of <$xxxx> is available through Monday, April 20, 2026. Note: all meals are included in the registration fee.  
Here is the breakdown of conference costs: <You will need to insert travel costs here>  
Roundtrip Airfare:<$xxxx>  
Transportation:<$xxxx>  
Hotel:<$xxxx>  
The total costs associated with attending this conference are: <$xxxx>.  
 I look forward to your reply. 
