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Dear Name:

I would like to attend the INTERPHEX 2012 Conference taking place May 1-3, 2012 at the Jacob Javits Convention Center in New York City.  Based on the educational and networking opportunities available over three days, I feel this investment in my professional development will be a benefit for [company name].   

While attending the conference, I will have the opportunity to: 

· Attend new tracks /sessions/technology workshops presented by the industry’s leading experts and focused on today’s most important issues that impact performance and productivity.

· Source new vendors from 650+ Solution Providers showcasing equipment, products, and services focused on the Island’s business and economic needs allowing us to make the best purchase decisions possible.
· Network with peers sharing insights and ideas while also engaging with professionals who may be facing similar challenges or who have best practice solutions.

I am requesting approval for the registration fee and travel expenses and have included a breakdown of the estimated total cost to attend:
Conference Fee:  $995
Airfare:   $
Transportation: $
Hotel: $
Meals: $        

The total travel costs are: $ 
The total conference costs are: $ 

After March 31st, the registration fee increases to $1,095. Should [company name] register a group of people together, we would then be eligible for a discount on the conference price. 

After reviewing the agenda, I plan to attend the following presentations, which align with our top priorities:

[List Top 3 Sessions Here]. 
I am also going to visit and gather information on the vendors listed below, which we can then review and evaluate after the event: 
Vendor A, Vendor B, Vendor C.

Upon my return, I will be able to share my experience, what I learned and whom I met, with other team members through my detailed Post-Event Trip Report.

I hope you agree that participation in INTERPHEX 2012 will not only benefit me, but also other staff members, and [company name].  If so, please let me know as I would like to sign up today.

Thank you for your consideration.

Your standard close
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