To: [Manager's Name]
Subject: Request to Attend ARCS 2026 Annual Conference – 10–12 June 2026

Dear [Manager's Name],
I am writing to seek approval to attend the ARCS 2026 Annual Conference, to be held from 10–12 June 2026 at the International Convention Centre (ICC) in Darling Harbour, Sydney. This event is the premier education and networking forum for professionals involved in the regulation, development, and commercialisation of therapeutic goods in Australia.
Each year, the conference brings together over 1,500 professionals across clinical research, regulatory affairs, pharmacovigilance, health economics, and medical technology. With 120+ expert speakers and 80+ sessions, it provides a focused opportunity to stay current with industry trends, regulatory updates, and innovations relevant to our work.
The agenda includes focused streams on:
· Regulatory & Compliance – TGA and Medsafe updates on GMP, post-market compliance and more
· Clinical Research – Sessions on site operations, ICH E6(R3), data governance
· Medical Affairs, Health Economics, Pharmacovigilance – Practical updates and strategy sessions
· Leadership & Professionalism – Skills development in communication, resilience, and negotiation
· Government Policy – Including the National One Stop Shop and Clinical Trials Governance updates
Additionally, the expo hall and networking functions offer direct engagement with industry peers, government, and suppliers, fostering connections and insights that I can bring back to our organisation.
I recognise the current cost pressures, including increased travel expenses. To minimise impact:
· I will select the most cost-effective travel and accommodation options available 
· I will plan attendance to maximise session coverage and value from the registration 
· A detailed budget is attached for transparency 
The total estimated cost is $XXXX.00, as outlined in the attached breakdown.
Attending ARCS 2026 represents a targeted investment in capability, ensuring we remain informed, competitive, and aligned with best practice across the sector. I will be pleased to share key learnings through a team debrief or summary report following the event. 
Thank you for considering this request. I would be happy to discuss further and provide any supporting documents.

Kind regards,

[Your Name]
[Your Contact Details]


Attachment 1.  Estimated budget

	Item
	Estimated Cost (AUD)

	Conference Registration
	$[insert]

	Travel
	$[insert]

	Accommodation (3 nights)
	$[insert]

	Meals & Incidentals
	$[insert]

	Conference Dinner
	$[insert]

	Total
	$[insert]




