TO: The Board Chairperson / Chief Executive Officer  
FROM: [Your Name], Company Secretary  
DATE: [Current Date]  
REQUEST TO ATTEND THE 2026 COSEC SUMMIT & AWARDS 
Dear [Name], 
I am writing to request your approval to attend the Company Secretary Summit & Awards (CSSA 2026), scheduled for 16 July 2026 at the Labadi Beach Hotel, Accra. 
As we look to strengthen our board's effectiveness and adapt to new regulatory and technological shifts, I believe this summit is a critical professional investment for our Secretariat. Unlike standard compliance training, this event focuses on Governance as Value Creation, shifting the Secretariat from a support function to a strategic partner. 
Key Benefits to Our Board: 
· Enhancing Board Dynamics: I will participate in a deep-dive on behavioral profiling (DISC) to better navigate boardroom personalities and reduce friction in our decisionmaking processes. 
· AI Oversight: I will gain a practical framework for advising our Board on the oversight and risks associated with Artificial Intelligence, ensuring we stay ahead of digital governance trends. 
· Tailored Learning: I will be joining a specialized breakout room specifically for In-House Company Secretaries, focused on building an internal platform that adds measurable value to the firm's bottom line. 
· Awards & Recognition: The day concludes with the Company Secretary of the Year Awards ceremony, providing an opportunity for our organization to be recognized amongst its peers for governance excellence. 
Investment: The Early Bird registration fee is GHS 3,600 (if booked by April 30th). This covers the full summit, technical workbooks, and the awards ceremony. I am requesting that the company funds this as part of my professional development for the 2026 financial year. 
I am confident that the insights and best-in-class standards I bring back from this gathering of 200+ senior peers will significantly enhance our governance framework. 
I look forward to your favorable response. 
Best regards, 
[Your Name]  
Company Secretary 
 
