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Hello [Insert Manager’s Name],
I'm seeking your permission to attend a desktop and application virtualization conference July 30-August 1, 2013 in Chicago, IL. 
BriForum 2013 is a three-day event that offers 40+ technical sessions on desktop and application virtualization as well as the consumerization of IT. More than 350 virtualization professionals from around the US and the globe will be at BriForum.
BriForum will offer a comprehensive content-led educational program, including sessions on topics directly related to our current employee development and support initiatives; strategies that will help our entire organization increase efficiency and productivity; and ideas on how to test and implement new, transformative technologies.
In particular, I’d like to focus on finding solutions or best practices that could benefit these projects:

•
[add project or initiative]

•
[add project or initiative]

•
[add project or initiative]

Here’s an approximate breakdown of conference costs:


Airfare:






$ xxx


Transportation (between airport and hotel):

$ 90


Hotel: (3 nights at $275)




$ 825

Meals: (3 days at $50)




$ 150


Registration Fee (through 12/31/12):


$ 1,295    [check for current price]

Total:






$ X,XXX
I’m currently working on ways to reduce expenses, including hotel discounts, ride sharing, and meals with vendors. Also, the earlier I can register, the cheaper it will be. I’ll also submit a post-conference report that will include an executive summary, major takeaways, tips, and a set of recommendations to maximize our current investments. I can also share relevant information with key personnel throughout the company.

You can learn more about the conference and expo on the BriForum 2013 website here: www.briforum.com/US/index.html . 

Sincerely, 

[Insert Your Name]
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