[Insert date]
Hello, [insert boss’ name].
For more than thirty years, IBM has run global technical conferences. Thousands of customers attend these annual events because of their unbeatable content and skill-building. I’d like to attend the [insert event name], that takes place [insert date and location].
There will be hundreds of technical sessions covering critical industry topics including big data, cloud, high-performance computing, virtualization, networking, security and compliance, data backup and archiving, data recovery and business continuity. You can browse the Agenda [link to agenda page] and see how lots of sessions are relevant to our department’s goals.
Here’s a short list of what I can expect at this event and, most importantly, how this training investment can help our team:
· The latest product announcements                                                                                                                  I’ll bring back lots of information on IBM product directions. This can help us better plan upgrades and decide when/if we should invest in new products. 

· "How-to" technical classes, labs and workshops taught by product and industry experts                         I can pick the brains of these experts and get their input on some of our team’s key initiatives and challenges.
· Panel discussions about real-world IT challenges and successes                                                           This is a great opportunity to hear what others IT shops are experiencing and learn from their mistakes and successes.  

· Opportunities to network with peers, IBM clients and IBM senior leaders                                                               I can get immediate expert advice and strengthen our industry contacts.
· Solutions and demonstrations by IBM and Business Partners at the Solution Center                                        The Solution Center is a terrific place for me to experience and compare the latest IBM and IBM Business Partner solutions that could help address our IT issues.
· Onsite certification testing at a reduced rate                                                                                                               I can earn the credential of an IBM Certified Professional. This designation is a plus for my personal development and makes me a more valuable, productive team member.                                                                                                                                                                                                                                              
This event is a great value … a year’s worth of training in less than a week! Plus I can save hundreds of dollars with Early Bird savings if I enroll by [insert Early Bird deadline. Delete this sentence if deadline has passed or Early Bird pricing is not available.] Here are the costs:
	Event cost: 
	[Insert cost]

	Airfare and transportation:
	[Insert cost]

	Hotel (in-room Internet fee included):
	[Insert cost]

	Meals: (The event provides, breakfast, lunch and snacks)
	[Insert cost]

	Total event costs: 
	[Insert cost]


When I’m back in the office, I’ll share a trip report that summarizes the major concepts, techniques and action items for all the sessions I attended. This way, the entire team can benefit from what I learned.
You can visit the [insert event name and link to website] website for more information. I hope you’ll agree that my attendance is a sound investment with long-term value to our department. I look forward to hearing back from you.
Thank you!
[signed]
