To: [Manager Name, Title]
From: [Your Name, Title/Department]
Re: Request to attend Higher Ed Hive: Pacific Northwest Conference/Summit (May 7–8, 2026)
Date: [Insert Date]

I am requesting approval and professional development funding to attend the inaugural Higher Ed Hive: Pacific Northwest Conference/Summit, developed by the Southwest Center for Human Relations Studies (SWCHRS) at the University of Oklahoma in partnership with Portland Community College. This Regional Conference/Summit will take place May 7–8, 2026 at Portland Community College in Portland, Oregon.

Event details:
Dates: May 7–8, 2026
Location: Portland Community College, Portland, OR (Day 1: Sylvania Campus; Day 2: Southeast Campus)
Registration: Limited capacity; waitlist when full
Registration rates: Student $200 | Early Bird $295 (ends Mar. 17) | Regular $325

Why this matters to our team:
Practical strategies and tools we can apply to strengthen institutional effectiveness, crisis management, and student success & wellbeing.
Leadership and decision-making approaches centered on opportunity, innovation, and ethical practice.
Ideas to enhance workforce development pipelines and community partnerships.
Regional peer networking to share solutions we can adapt quickly.

Estimated costs:
Registration: $[   ]  (Student $200 | Early Bird $295 by Feb. 27 | Regular $325)
Travel: $[   ]
Lodging: $[   ]
Meals/Per Diem: $[   ]
Total Estimated Cost: $[   ]

If approved, I will register early (when applicable) and select the most cost-effective travel options available. The Pacific Northwest Summit also offers group discounts if we want to send our team. 

Thank you for considering this request. I’m confident that the insights, connections, and opportunities from the Higher Ed Hive: Pacific Northwest Summit will directly benefit our work. 

Best regards,
[Your Name]

Quick Pitch Option (Email)
Subject: Request to attend Higher Ed Hive: Pacific Northwest Conference/Summit (May 7–8, 2026)

Hi [Manager’s Name],

I’m requesting approval to attend the Higher Ed Hive: Pacific Northwest Conference/Summit on May 7–8, 2026 at Portland Community College in Portland, OR (developed by SWCHRS at the University of Oklahoma in partnership with Portland Community College).

Why it’s worth it:
Actionable strategies we can apply to strengthen student success and institutional effectiveness.
Leadership and innovation insights relevant to our current priorities.
Networking with regional peers to share solutions and identify partnership opportunities.

Estimated total cost: $[   ]. 

Registering early saves money and locks in the best hotel options.

I’m confident this experience will directly benefit our work, and I’d love to share key takeaways with the team afterward.

Thanks for considering,
[Your Name]
