Subject: Request to Attend the 2026 WTCA Global Business Forum in Philadelphia, USA
Dear [Boss’s Name],
I hope this message finds you well. I’m writing to request your approval to attend the 2026 WTCA Global Business Forum (GBF), scheduled to take place in Philadelphia, USA, from April 19–22, 2026, and hosted by World Trade Center Greater Philadelphia.
This event is more than just a professional development opportunity—it’s a strategic business forum that can deliver direct value to our organization. By attending, I’ll be able to bring back insights, relationships, and opportunities that support our growth and objectives. Here's how:
1. Access to Key Decision-Makers
At the 2025 GBF, over 80% of attendees were senior executives or C-suite leaders. This level of access can open the door to high-value partnerships and collaborations that align with our business goals.
2. Actionable Market Insights
The sessions are designed to deliver practical guidance on entering and scaling in both established and emerging markets. These insights could help shape our market entry strategies and reduce risk as we explore new opportunities.
3. High-Impact B2B Matchmaking
The forum includes structured matchmaking sessions, offering a unique chance to connect with organizations that complement our services or may be seeking the solutions we offer.
4. Learning from Industry Experts
I’ll attend sessions led by global business leaders and innovators, covering current trends, competitive strategies, and cutting-edge technologies—knowledge that I can apply directly to improve our processes and decision-making.
5. Leveraging the WTCA Network
With representation in nearly 100 countries, the WTCA network facilitates trade and investment opportunities worldwide. Engaging with this community could help expand our reach and position us in new, high-potential markets.
6. Enhancing Our Brand Visibility
Participation in a respected global forum like this will raise our profile among international stakeholders and reinforce our reputation as a forward-looking business.
7. Long-Term Strategic Value
At the 2025 GBF, more than 400 meaningful business connections were made across 50+ countries. The potential for long-term value—through knowledge, partnerships, or exposure—is significant.
The investment in attending the 2026 WTCA GBF will yield significant returns in terms of new business opportunities, industry insights, and strategic partnerships. I am confident that our participation will contribute to [Company Name’s] growth and success.
I kindly request your approval to attend this premier event. I have also included a travel justification cost sheet to help provide an overview of travel expenses associated with attending the GBF. Please check out the 2026 WTCA GBF website and let me know if you need any further information or if we can discuss this in more detail.
Thank you for considering my request.
Best regards,
[Your Full Name]
[Your Position]
[Contact Information]


















Travel Justification Cost Sheet 
Event: 2026 WTCA Global Business Forum 
Location: Philadelphia, USA 
Dates: April 19- 22, 2026
	Expense Category 
	Description 
	Estimated Cost ($) 
	Notes 

	Travel 
	 
	 
	 

	Airfare 
	Round-trip flight to Philadelphia 
	$[Amount] 
	Economy class 

	Local Transportation 
	Airport transfers, taxis, public transport 
	$[Amount] 
	Includes transportation within Philadelphia

	Accommodation 
	 
	 
	 

	Hotel 
	[Number] nights at [Hotel Name/Rating] 
	$ [Amount] 
	€[Cost per night] x [Number] nights 

	Registration Fees 
	 
	 
	 

	Conference Fee 
	2026 GBF Registration 
	$[Amount] 
	Early bird discount applied if applicable 

	Meals 
	 
	 
	 

	Per Diem 
	Daily meal allowance 
	$[Amount] 
	€[Daily allowance] x [Number] days (note lunch will be provided all 3 day of the conference)

	Miscellaneous 
	 
	 
	 

	Travel Insurance 
	Coverage for the duration of the trip 
	$[Amount] 
	 

	Visa Fees 
	Visa fees (if applicable) 
	$[Amount] 
	 

	Other 
	Miscellaneous expenses (e.g., tips, incidentals) 
	$[Amount] 
	 

	Total Estimated Cost 
	 
	$[Total Amount] 
	 


Justification: 
1. Strategic Networking Opportunities: Connecting with global industry leaders, potential partners, and clients. 
2. B2B Matchmaking Sessions: Directly engaging with local and global businesses to form strategic partnerships. 
3. Learning and Development: Gaining insights from industry experts and applying best practices to our business strategies. 
4. Market Expansion: Exploring new markets and opportunities in Philadelphia and throughout the region. 
5. Brand Enhancement: Elevating our brand’s visibility and credibility on an international platform. 




