SAMPLE LETTER


Dear [Manager],

I’m requesting approval to attend the Drive World and the Embedded Systems Conference in Silicon Valley on April 5-7, 2022 at the Santa Clara Convention Center. 

Drive World brings together the brightest minds in the automotive and electronics industries through a technical educational program, daily keynotes, and networking opportunities. Combined with the Embedded Systems Conference (ESC), it's the ideal forum to find expert insights related to system connectivity, sensing technologies, infotainment, mobility, and more.

Here are a few ways my attendance will help the team:

· Competitive research — I’ll be directly exposed to key players from other leading companies. This is a chance to see our competition up close and stay ahead. 
· Comprehensive education — I’ll get expert insights on the trends and developments happening now via panels, presentations, and hands-on workshops. 
· Supplier analysis — I will evaluate exhibitors to find the best fit for solving our current challenges and inspiring new methods for our projects.
· Quick & effective networking — With 2,000 attendees and suppliers together at one expo, I’ll reach a lot of people quickly, forging new relationships for our company.

The expenses I’d incur would be [insert based on worksheet entries]. 

Please let me know if you need any additional information to help make your decision. Thank you for considering my proposal.

Sincerely,

[Your Name]



Information Classification: General

