[Date]
​
[Your Supervisor's Name]
[Your Supervisor's Title]
[Your Employer's Name]
[Your Employer's Address]

Dear [Your Supervisor's Name],

I would like ask your permission to attend the ASCP 5th Concrete Pavements Conference which is being held at the Crowne Plaza Hunter Valley, Lovedale, from Monday 22 – Wednesday 24 July 2019. 

The conference will enable me to participate in professional development sessions and presentations that are directly applicable to my position and will also allow me to network with other heavy duty concrete professionals. This is also a great opportunity to find out what other organisations in our industry are up to. 

Many of the presentations will cover topics relating to [Insert your profession] and will provide information on how to [clearly list benefits to your job responsibilities]. 

The sessions I have chosen to attend are described below. I feel that these sessions will most benefit me as they relate to issues we are having in our own processes.
· [Session #1 with description including benefits to your job responsibilities and/or organization]
· [Session #2 with description including benefits to your job responsibilities and/or organization]
· [Session #3 with description including benefits to your job responsibilities and/or organization]

Further information on the program and speakers is available here: 
http://www.ascpconference.com.au/ 

The full price conference fee is [$1,115 (Member) / $1,480 (Non-Member) / $1,180 (Corporate Member Staff] and will be available until Tuesday 16 July. However, if I register before Friday 29 March, I am eligible for the Early Bird rate which is a discount of $175 / $235 / $185 at [$940 (Member) / $1,245 (Non-Member) / $995 (Corporate Member Staff].

I am seeking support and funding from [Insert Your Organization] and I have listed all related expenses to the conference and detailed them below:

[bookmark: _GoBack]Transportation: [Insert travel cost]
Hotel: [Insert accommodation cost]
Meals: [Insert meal cost]
Conference Fees: [$940 (Member) / $1,245 (Non-Member) / $995 (Corporate Member Staff].

Total: [Insert total cost]. 

I believe that what I will learn at this event will directly benefit our team and the organisation both in the short and long term.  Early Bird Registration closes on Friday 29 March. I would appreciate your response by [Insert date] to allow me to make the necessary arrangements. 

I appreciate your consideration of this matter. 

Sincerely,
[Your name]

