Sample Email to Start the Conversation about Attending the 2027 ITE Annual Meeting in Calgary
Subject Line: Request to Plan for the 2027 ITE Annual Meeting and Exhibition
Dear [Supervisor’s Name],
I’d like to begin planning for the possibility of attending the 2027 ITE Annual Meeting and Exhibition in Calgary, Alberta, Canada.
Because this meeting involves international travel, I wanted to start the conversation early so I can understand our organization’s approval process, budget requirements, and any additional documentation that may be needed.
The ITE Annual Meeting provides technical education, professional development opportunities, peer exchange, and access to transportation professionals working on many of the same challenges we face. As program details become available, I will identify sessions and activities that align most closely with my responsibilities and our current priorities.
If approved to attend, I would also plan to bring the value back to our team by sharing key takeaways, relevant technical resources, and ideas that may be applicable to our work.
At this stage, I’m not requesting a final commitment. I’d appreciate your guidance on the process and timing I should follow so I can prepare a complete request when registration, program, travel, and cost information becomes available.
Thank you for considering it.
[Your Name]

