Subject: Appeal for Colleague Participation in Leadership
Summit

Date: [Insert Date]

To: [Recipient Name]

[Recipient Title]

[Company/Organization Name]

[Address]

Dear [Recipient Name],

I hope this message finds you well. I am writing to formally appeal for [Colleague's Name] to
participate in the upcoming Leadership Summit scheduled for [insert dates]. Given their
remarkable contributions and leadership potential, | firmly believe that their involvement would
greatly benefit both them and our organization.

[Colleague's Name] has consistently demonstrated exceptional skills in [mention specific skills
or projects] and has shown a profound commitment to our team's goals. Participation in this
summit would not only provide them with invaluable insights and networking opportunities but

also enhance our team's capabilities upon their return.

| kindly request your consideration to support [Colleague's Name]'s attendance at the summit. |
am confident that their participation will yield positive outcomes for our organization.

Thank you for considering this request. | look forward to your favorable response.
Warm regards,

[Your Name]

[Your Title]

[Your Company/Organization Name]

[Your Contact Information]



