

Dear [Decision Maker’s Name],
I am requesting approval to attend [event name] in [location] from [dates]. I believe attending this event will deliver meaningful value to our team and support our broader business objectives. Here’s why:
Address current business priorities: The program features timely sessions focused on key industry challenges and evolving trends, offering practical strategies that can be applied to our day-to-day work. [Include proof points of sessions you plan to attend.]
Improve performance and efficiency: [Include proof points to how this event will help you excel in your role].
Access partners and solutions in one place: The event brings together a wide range of trusted suppliers and industry experts. [Include proof points to why this is important to your role].
Strengthen and build strategic partnerships: With key industry partners in attendance, this is an opportunity to deepen existing relationships or initiate new conversations that can support our future programs and business goals.

Investment

	Registration: 
	$[Insert Amount]

	Hotel: 
	$[Insert Amount]

	Travel: 
	$[Insert Amount]

	Miscellaneous (food and beverage, etc.)
	$[Insert Amount]

	Total: 
	$[Insert Total]



Following the event, I will share a summary of key takeaways, actionable insights and recommendations to ensure our broader team benefits from this experience.
Best regards,
[Your Name]

