Request for Approval to Attend
Digital Efficiency 2027: Get Control of Copilot & AI
[Your Name]
[Your Position]
[Your Department]
[Date]
[Manager's Name]
[Manager's Position]
[Manager's Department]
Dear [Manager's Name],
I am requesting approval to attend Digital Efficiency 2027: Get Control of Copilot & AI, a six-part live virtual training series offered by Office Dynamics International in partnership with digital productivity expert Mike Song.
Copilot and AI are now part of how administrative work gets done. This series is built specifically for administrative professionals, and it teaches how to use Copilot inside the Microsoft 365 tools I already rely on every day, including Outlook, Teams, Excel and Forms. The goal is simple: work faster, manage repeat work and scattered requests more effectively, and produce stronger, executive-ready work for our team.
Series Schedule
I am requesting to attend the [Spring / Fall] 2027 series. Both series cover the same six sessions in the same order.
	Session
	Spring 2027
	Fall 2027

	1. Get Control of Copilot 101
	April 1
	September 16

	2. Get Control of Power Prompts
	April 8
	September 23

	3. Get Control of Scattered Tasks
	April 22
	September 30

	4. Get Control of Embedded Copilot
	April 29
	October 7

	5. Get Control of Copilot's Hidden Powers
	May 6
	October 21

	6. Get Control of Copilot Agents
	May 13
	October 28


Each session is 60 minutes and held at 10:00 AM PT / 1:00 PM ET to keep the impact on daily operations low. Recordings are available for 60 days, so any session missed because of a business need can be made up.
Why This Training Matters Now
Office Dynamics International's 2026 surveyed administrative professionals and found a clear gap between access to AI and the training needed to use it well:
1. 78% said their organization officially supports Microsoft Copilot, more than any other AI tool
1. 48% had received no formal AI training at all
1. 59% said AI touches less than 10% of their actual work
1. 72% described themselves as beginners or basic users
Most organizations have given their administrative teams the tools but not the training. This series closes that gap with practical, role-specific instruction rather than general AI awareness, which helps us get more value from the Microsoft 365 and Copilot investment we have already made.
Documented Results
According to the official Digital Efficiency case study from the previous series, 100 percent of participants rated the program as an excellent use of their time and would recommend it to other administrative professionals.
Participants reported an average productivity increase of 14.7 percent, saving approximately 30 minutes per day. That equates to nearly 15 business days saved each year per attendee. Based on an average administrative hourly rate of $25, this represents an estimated $3,000 annual productivity return per participant. The study also measured a 20.7 percent improvement in digital skills using the Tech Quotient Assessment Tool.
What I Will Bring Back to Our Team
By attending this series, I will be able to:
1. Build reusable Power Prompts for executive communications, travel, meeting preparation, research and follow-up
1. Use the AI PowerTask System to pull requests from email, Teams, calendars and meeting notes into one organized, prioritized list
1. Summarize long Outlook threads and Teams conversations, and turn meeting transcripts into recaps, plans and action items
1. Use Copilot in Excel to find errors, remove duplicates, build formulas and summarize data
1. Use Copilot Notebooks, Pages and Create to produce briefings, project updates and polished resources
1. Build Copilot agents that standardize repeat work and can be shared across our administrative team
Investment
The Efficient Pass is $495 (regularly $595) for all six live sessions. It includes the TQ Assessment ($99 value), handouts, hands-on practice files, Moments with Mike Q&A time after each session, 60-day access to recordings and a Certificate of Completion worth .6 CEUs. If others on our team attend, groups of 5 or more save 10 percent.
Registration for the spring series closes March 30, 2027, and registration for the fall series closes September 14, 2027. Full details are available at OfficeDynamics.com/digital-efficiency-for-administrative-excellence.
I am committed to applying what I learn right away and sharing useful prompts, systems and agents with our team to maximize our return on this investment. This training supports our need for efficiency, consistency and practical Copilot adoption across the department.
Thank you for considering this request. I would welcome the chance to discuss how this program supports our goals and priorities.
Sincerely,
[Your Name]
[Your Title]
[Your Contact Information]
