(Your name)
(Your address)
(City, Province, Postal Code)

(Date)

(Supervisor name)
(Position/Title)
(Organization name)
(Address)
(City, Province, Postal Code)

Dear Mr/Mrs _____,
Communities across Canada, and especially in rural areas, are facing growing housing challenges, and addressing them requires collaboration, fresh ideas, and action. For this reason, on November 25th, the Rural Development Network (RDN) will host the National Housing Day 2026 virtual conference. 
National Housing Day will bring together the people, ideas, and innovations shaping the future of housing through discussions on affordable housing solutions, housing data and innovation, housing for priority groups, and modern construction. The speakers involved come from diverse perspectives and backgrounds, ranging from housing professionals, researchers, and planners to community leaders, Indigenous organizations, advocates, and private-sector innovators. 
Attending this conference aligns with our organization’s interests, as the presentations, perspectives, and solutions will give me the knowledge necessary to return with valuable lessons on how we at (your organization’s name) can strengthen our existing initiatives and incorporate new approaches that support more sustainable and affordable housing.
The conference covers a full day and has a total registration cost of $108.80. With the conference being held virtually, there will be no travel costs incurred, such as mileage and accommodation, so the only cost to the organization is the registration fee and my attendance. I can ensure that my regular responsibilities are not affected by completing key tasks in advance. 
I would appreciate hearing your decision before (date) to ensure I can register promptly, as spots are limited.
Sincerely,
Your signature 
