Print on company letterhead

Insert Date 
Dear (insert name of approving manager),
Re: attendance at [name of event]
I would like to get your authorisation to attend the upcoming [name of event] event, to be held on [insert date] in [insert location].
The conference features sessions that are directly applicable to my work, including:

· [List topic of interest/case study] – presented by [list speaker’s name]

· [List topic of interest/case study] – presented by [list speaker’s name]

· [List topic of interest/case study] – presented by [list speaker’s name]

· [List topic of interest/case study] – presented by [list speaker’s name]

I believe the conference will help me gain knowledge and practical understanding of some of the issues which I am facing in my job today.

Getting this sort of information at a conference like this will greatly reduce the research time and costs which we would normally incur.
Plus I will be able to network with a broad range of industry experts and colleagues, as well as [potential / existing clients].

The standard registration fee to attend this event is $xxxx, however I can get a discount of $XXX if I register before [insert early bird cut off date].
The opportunity for me to gain knowledge and expand my network of contacts makes my attendance at this event a valuable investment, which I believe will  yield rich dividends for [insert name of your company].
Please review the brochure attached and let me know if you will allow me to attend.

Sincerely,

[insert your name here] 
