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Template Letter to Give to Manager – Conference
You can use the letter below as a template cover letter along with the supporting documents. Just complete the areas in red to make the letter relevant to your company and job role. 
Dear XXX,
Conference

I would like to attend the 2017 edition of the INMEX SMM India Conference taking place on 3 – 5 October 2017, in Mumbai, India. After reviewing the conference brochure and website, I have identified a number of educational sessions which will allow me to gain knowledge and understanding about how we can improve our organisation's processes. 
The conference includes a number of high profile speakers within the industry including XXX, XXX, XXX and they will be discussing various topics that directly relate to my role and the current issues we are facing in the organisation. 
[bookmark: _GoBack]In addition to the conference there will be technical seminars hosted by exhibitors. Getting the information in a seminar format will greatly reduce the research time and costs that <your organization’s name> would normally incur in researching these topics. Below I have listed some of the seminars I wish to attend:

<You will need to insert the session descriptions which most apply to your responsibilities>

I have calculated the cost of attending the Conference in more detail on the enclosed ‘Expense Calculator’ but here is the breakdown cost of attending INMEX SMM India:

Roundtrip Airfare: <INRxxxx>
Transportation: <INRxxxx>
Hotel: <INRxxxx>
Meals: <INRxxxx>

The opportunity for me to create new contacts and develop my knowledge of <your area of expertise> makes my attendance at Conference extremely valuable for both my professional development and the development of the company.

I look forward to receiving your response.

Sincerely,

<your name here>
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