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Convince your boss toolkit 
 
 
1. Sample letter: You can delete and edit the sections relevant for your situation and 

institution. 

 
Dear [name of manager], 

 
I would like your approval to attend the 31st Annual EAIE Conference and Exhibition in Helsinki, 
Finland, from 24–27 September. The EAIE Conference is the largest of its kind in Europe and 
will provide me with valuable tools and information on the latest developments in international 
higher education so that I can do my job more effectively. This in turn will not only boost my 
productivity and knowledge, but also help increase [insert institution name]’s [measure of 
success]. 

 
The EAIE Conference welcomes around 6000 internationalisation professionals from Europe 
and beyond. It is a comprehensive event on the internationalisation in higher education and it 
caters to professionals just like me. There are several workshops and information sessions that 
I would like to attend, such as [insert example]. I can apply what I learn to [insert current project 
you are working on]. 

 
Additionally, networking is an enormous part of this event. The conference, through its 
interactive sessions and allocated time for connecting and networking, gives me the opportunity 
to meet other practitioners and create solid relationships that can benefit us in the future. I have 
seen [exhibitor/institution] will be attendance. This would be an ideal location/moment for me to 
reach out about [project or partnership your institution is working on]. 

 
Top benefits: 

 
1. Gain real-world insights: there are more than 200 sessions during the three-day 

conference. I have already found sessions and workshops that will help me with various 
aspects in my daily work. See the sessions sheet attached. 

2. Learn from experts in the field: the experts who will be at the conference understand 
the challenges I face because they have real-world experience. This is an unmissable 
opportunity to learn from case studies in the field. 

3. Networking: I’ll make new connections with key people in the sector and I will share 
new contacts with my institution. 

 
I’ve attached an outline of the sessions I plan to attend and my projected costs for the whole trip. 
The earlier I register, the more cost effective it will be, as I will be able to take advantage of 
lower prices for the flights/train tickets and for my room in the conference hotel. 

 
Thank you for your consideration. 

Sincerely, 

[Name] 
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2.   Sample session, workshop and exhibitor worksheet 

 
Sessions/Workshops: 
I plan to attend the following sessions or workshops to strengthen my professional development. 
(List the sessions you plan to attend as well as the learning outcomes and how they will benefit 
you, your team, and your institution.) 

 
Session/Workshop title Benefits and learning outcomes 

  

  

  

 

 
Exhibitors: 

I plan to visit the following exhibitors to have a face-to-face conversation about possible 
partnerships and relationships between our institutions in the future. 

 
Exhibitor Benefits and discussion points 

  

  

  

  

  

 
3.   Sample costs overview 

 

 
Provide an overview of all your conference-related costs. 

 
Full registration  
Transportation  
Hotel  
Meals (lunch is included in the registration fee)  
Other expenses  
Total  
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