Dear {Manager’s Name},

I would like to attend International Vision Expo & Conference West 2011, September 21-25, 2011 in Las Vegas, NV.  It’s the world's most inclusive ophthalmic conference and expo.

This unique event has an educational program filled with sessions that relate directly to my work.  Many of the education classes are tailored to the {your profession} and provide information and training on how to {list benefits to your responsibilities}. I am seeking training and travel permission to attend this important conference. A detailed breakdown is included below. 

After carefully reviewing the conference agenda, I have identified a number of sessions that will help me improve our office. The sessions are facilitated by a dynamic and diverse faculty of renowned speakers.  Getting the information in a seminar format will allow me to receive the education necessary to help our practice provide comprehensive patient care. Incidentally, I have only listed some of the seminars that I will attend. Including them all would make this memo much too long.

{Insert session descriptions which most apply to your responsibilities here}

I am willing to do a short presentation and Q&A with other office staff based on what I learn there.  This way, others in our group will also benefit from my attendance.

The conference fee for the courses I have chosen is {insert total fee}. We can also save money with total office pricing if I attend the conference with other members of our staff. 
Here is a breakdown of the conference costs:

· Conference Fee {$XXX}
· Airfare/Transportation {$XXX}
· Hotel {$XXX}
· Meals {$XXX}
The total cost for attending this event is {$XXX}.

The opportunity for me to learn more about {your responsibilities} makes my attendance at Vision Expo West a wise investment, which will yield rich dividends for {name of your office}.

Sincerely,

{your name here} 

