
Hi [Manager’s Name], 

Hope you’re doing well! I wanted to run something by you, I’d love to attend [Conference Name], 
happening [Dates]. I’d be able to choose from more than [x] educational sessions on topics addressing 
all areas of [category], including detailed information and updates on [category], and more. It’s a great 
opportunity to gain fresh ideas, connect with industry peers, and bring back strategies to help 
[Company Name] hit our 2025 goals and grow [specific initiative, if applicable]. 

Event Details: 

Event: [Link Conference URL]​
Location: [Venue/Virtual]​
Investment Breakdown:  

Expense Cost 

Registration Fee $XXX 

Travel $XXX 

Hotel $XXX 

Meals $XXX 

TOTAL $XXX 

​
I’m especially interested in these sessions: 

●​ [Session Name 1] 
●​ [Session Name 2] 

And I plan to connect with these exhibitors: [if applicable] 

●​ [Company 1] 
●​ [Company 2] 

I’d love to bring some of my team members— [Kaylee, Abby, and Paul] too, but if that’s not in the 
budget, I’m happy to go solo and share everything I learn. (FYI—there’s a group discount of [$X] if that 
helps!) 

To lock in the discounted registration rate of [$XXX], I’ll need to register by [Date]. 

Please let me know if I have approval to attend, as securing the Early Bird rate and booking travel in 
advance will help keep costs as low as possible. Let me know your thoughts. Thanks for considering! 

Best,​
​
PS. - I’d be happy to submit a post-conference report summarizing key takeaways, best practices, and 
actionable recommendations to help apply what I’ve learned. 
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