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Subject:  
ASSAP 2018
12th Asian Summit for Secretaries and Administrative Professionals
Dear (your boss’s name),

I just saw information about a special masterclass being held in Singapore on 25 April 2018, and I would like your permission to attend this. 
The event is ASSAP 2018 - the Asian Summit for Secretaries and Admin Professionals. It is organised and hosted by Shirley Taylor, a bestselling author and trainer who is very well known for her communication skills training. 
The theme for this one-day conference is “Essential Skills In A Digital Age”. The programme covers a lot of the key skills and challenges that are very relevant to my role. 
Here are some of the key learning areas:

· Refresh key skills to become an even more valued member of the team 
· Embrace change and opportunities to step out of my comfort zone
· Learn the key skills needed for our digital future

· Learn more about dealing with conflict, influencing and persuading 
· Embrace collaboration and teamwork 

As well as this one-day masterclass, there is also an optional workshop on 26 April. It would be great if I could attend this as well:

· Think Smart, Works Smarter – Critical Skills For Dealing With Challenges in the Workplace
I’m sure you will want to check out the conference webpage*. I am confident you will see this as a worthwhile investment. It is an opportunity for me to network with my peers as well as industry vendors, meet the inspiring speakers, attend invaluable educational sessions, refresh my skills and gain new skills. 
Thank you for considering my request, and let me know if you’d like to discuss this. 

(Your name)
* PS: The webpage url is: http://sttstraining.com/ASSAP/programme.html
