Subject: Request for Approval to Attend 2026 AIRC Annual Conference
Dear [Leadership's Name],
I hope this message finds you well. As we continue to grow our business and strengthen our reputation as an AIRC Certified Agency, I would like to formally request your approval to attend the 2026 AIRC Annual Conference in Dallas, Texas, from December 1–4, 2026.
The AIRC Annual Conference brings together 400+ professionals to discuss best practices and strategies in international enrollment management. The audience includes secondary and higher education institutions, student recruitment agencies, service providers, and industry partners. The 4-day conference features 35+ breakout sessions, engaging plenaries, community meet-ups, exhibit hall networking hours, and social activities. 
While we are already well-versed in AIRC’s standards, this conference is the premier venue for certified agencies to move beyond compliance and into active business development. For a junior member of the team, attending in person represents a critical step in my professional development and a direct way to increase the agency’s value in the following ways:
1. Strengthening Institutional Partnerships
The AIRC conference is one of the few environments where I can meet face-to-face with our current institutional partners and establish rapport with potential new ones. In-person interaction is essential for building the trust that US universities require from their certified partners. I plan to use the B2B networking sessions to solidify our existing contracts and pitch our services to high-priority prospective schools.

2. Immersive Knowledge of the US Education System
To better counsel our students, it is vital that I have a first-hand understanding of the US landscape. There will be an opportunity to participate in the Familiarization (FAM) trips offered at local college campuses during the conference. Seeing these campuses in person will allow me to provide more authentic, detailed advice to our students, moving beyond brochure facts to real-world insights about campus life and facilities.

3. Professional Development & Market Trends
The 35+ breakout sessions will provide me with deep dives into the latest US policy shifts, visa trends, and student retention strategies. This knowledge will ensure that the advice I provide to our students remains cutting-edge and that our agency stays ahead of competitors who may only be tracking these updates from afar.

4. Maximizing our AIRC Certification
Being present in Dallas signals to the international enrollment community that [Agency Name] is an active, engaged member of the AIRC community. It allows us to advocate for our students directly to admissions directors and ensures we are at the table when industry best practices are being defined.
The conference registration fee is [xx]. Registration includes access to all conference events, including the breakfasts, plenary sessions, luncheons, breakout sessions, coffee breaks, exhibit hall, social activities, and evening receptions.
In addition to registration, the cost of a 3-night stay at the Omni Dallas Hotel, round-trip airfare, and meals will be is approximately [xx]. The total investment for this invaluable learning and networking opportunity would be [xx].
I am confident that the relationships I will foster and the institutional knowledge I gain will result in a clear return on investment through increased student placements and stronger partnerships.
I would welcome the opportunity to discuss how I can tailor my conference schedule to meet our agency’s specific goals for 2027. Thank you for your support of my professional growth and our agency’s continued success.
Thank you for considering this request. I look forward to your positive response.
Sincerely,
[Your Name]
[Your Title]
[Department Name]
[Institution's Name]
[Your Contact Information]

