Dear [First Name]:
As we work to ensure our students receive appropriate guidance throughout secondary school, it is critical that our schools continue to find innovative ways to help students, parents and families plan for college. For this reason, I am proposing that I attend the College Board’s Summer Institute for International Counselors, held June 15-18, 2015, in Washington, D.C. The sessions that I attend during the Summer Institute will provide me with the knowledge, skills, perspective and materials I need to make a positive impact at [insert your school/district/organization name] and to help us achieve our goal of [insert your school’s goal(s)].
Selected sessions of interest will focus on the following topics:
[Select topics that you feel will help you make a positive impact at your institution.

· Counseling management tools 

· Best practices in international school counseling 

· Budgeting fundamentals 

· Financial aid for U.S. study for non-U.S. citizens 

· Resources and trends in college and career planning 

· Components of a college application 

· Guiding English language learners 

· Guiding students with disabilities 

· Higher education perspectives on applications 

· Holistic admission review process 

· Obtaining a U.S. student visa 

· Social media and admission 

· Transcripts and testing in admission
One of the premier and most well-attended school counseling programs, the Summer Institute for International Counselors brings together international school counselors from various countries, university admission leaders, and other higher education professionals to share best practices and discuss innovations and solutions through sessions, workshops and networking opportunities. Below are several ways my attendance will benefit [insert your school]:
· I will have access to school counseling and education experts, as well as a wide variety of peers, which will enable me to find creative ways to overcome some of the challenges we face.
·  I will have the opportunity to learn about the latest school counseling and education trends and innovations so that I can help enhance the counseling and learning experience of our students. 

· I will gain valuable insight into various counseling components, enabling me to better initiate, lead and collaborate in college and career readiness counseling initiatives within our [insert your school name].  

The costs of sending me to Summer Institute for International Counselors are as follows:

· Registration: [Visit collegeboard.org/si-intl to find registration costs]  
· Airfare: 

· Hotel: 

· Meals: 

The total travel cost is: 

The total conference cost is: 

To learn more about the conference, visit collegeboard.org/si-intl. I hope you find that this is a good investment of time and resources that will deliver real value to our students, parents, family, school, and community. If you agree, I’d like your approval to register today.

Thank you for your consideration.

[signed] 

