TO: The Board Chairperson / Chief Executive Officer  
FROM: [Your Name], Company Secretary  
DATE: [Current Date]  

Dear [Name], 
REQUEST TO ATTEND THE 2026 COMPANY SECRETARY SUMMIT & AWARDS 
I am writing to request approval to attend the Company Secretaries Summit and Awards, taking place on 16 July 2026 at the Labadi Beach Hotel, Accra.
The summit brings together up to 200 of Ghana's most senior governance professionals for a full day of high-level engagement on the issues shaping board practice today. The theme, Governance as Value Creation, reflects a shift in how leading organisations are positioning their governance function, and I believe our Secretariat should be part of that conversation.
The programme covers three areas directly relevant to our board's priorities:
Board Dynamics: A session drawing on the Contribution Compass, a behavioural profiling tool, to sharpen how I read group dynamics and navigate conflict in the boardroom, with the goal of improving the quality and pace of board decision-making.
AI and Digital Governance: A dedicated plenary equipping governance professionals to advise their boards on the ethical considerations, emerging risks, and oversight frameworks required as organisations adopt artificial intelligence.
Strategic Positioning of the Secretariat: A breakout session making the case for how a high-performing governance function creates measurable strategic value, moving beyond a support role to active contribution at board level.
The day concludes with the inaugural Company Secretary of the Year Awards, recognising governance professionals across the private sector, state-owned enterprises, and the rising generation of practitioners.
The early bird registration fee is GHS 3,600 per delegate, available until 30 April 2026.  I am requesting that this be funded as part of the Secretariat's professional development allocation for the 2026 financial year.
I look forward to your consideration.
Yours sincerely,

[Your Name]
[Job Title]

