[Type text]	[Type text]	[Type text]



[image: A logo for a book

Description automatically generated]

[Date]

Dear [Insert Employer's Name],
 
I am requesting approval for reimbursement for registration fees to attend the Textbook & Academic Authors Association’s 2026 TAA Institute for Textbook & Academic Authors, which will be held on Friday, June 12 and Saturday, June 13, 2026.

The TAA Institute for Textbook & Academic Authors is designed to support authors across different experience levels, featuring four Learning Labs focused on the specific needs and interests of veteran textbook authors, new and aspiring textbook authors, veteran academic authors, and new and aspiring academic authors.

The event will also feature a keynote presentation by Futurist Bryan Alexander, mentoring sessions with veteran authors and industry experts, co-working sessions for focused writing time, a Learning Library packed with authoring resources to help me improve my writing. 

The cost to attend this two-day virtual conference is $____. [Registration fees - $125 members, $150 non-members, $75 member graduate student, $100 non-member graduate student.] Registration opens on January 1, 2026, and I would submit my reimbursement after registering.

Attending TAA’s 2026 Institute will enhance my professional knowledge and skills, and I’ll return to work ready to put them into practice. You can learn more about this event at https://www.taaonline.net/taa-institute-2026.

Thank you for your consideration of this request.

Sincerely,

[Signature]
[Your Name]
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