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To: <manager name>
From: <your name>
Date: <insert date>
Subject: Seeking Approval to Attend Prospect Development 2018 

Dear <insert manager/supervisor name>

As our organization is committed to staying current in philanthropy and prospect development, I am requesting your permission to attend Prospect Development 2018, August 8 – 11 in Pittsburgh, PA. 

Prospect Development is a unique industry-specific event that combines 60+ education sessions, a keynote presentation from Ron Tite, the hit Apra Talks session and an interactive exhibit hall. This is the perfect opportunity for me to dive deeper into topics that are beneficial to our organization and connect with fellow industry professionals. 

[bookmark: _GoBack]Taking into consideration the array of real-world education and solutions sharing, I feel the value of this conference far outweighs the costs. Registration will open in March. Please note that if I register by June 22, I will save [insert amount based on your registration type] off the registration fee. A detailed cost breakdown is included below. 

<Insert your estimated expenses in the lines below. Travel costs vary and should reflect individual costs.>

Registration Fee: $_____ <Add registration fee based on cost options below.>

Early-Bird Registration Rates (through June 22)
Member: $750
Non-member: $1,000
 
Registration Rates (after June 22): 
Member: $825
Non-member: $1,050

Transportation: $_____ <Add travel expenses to Pittsburg, PA>

Meals: $_____ <$50 per day ($200 for 4 days); some meals are included>

Hotel: $_____ <$195 per night plus tax, conference rate if staying at the Westin Convention Center, Pittsburgh; $183 per night plus tax, conference rate if staying at the Omni William Penn Hotel> 

I’m estimating that attending will cost about <$X,XXX> and this investment will provide the following returns.  
· <Add info here on what you’ll do while you’re there that will advance specific company goals>
· <Add info here on what you’ll do while you’re there that will advance specific company goals>
· <Add info here on what you’ll do while you’re there that will advance specific company goals>

Prospect Development will allow me to further my education, and in turn, better my professional performance. I would be happy to share the conference literature upon my return and hope that you agree my attendance would make a significant positive impact on our organization. To learn more about Prospect Development (and Apra), visit www.aprahome.org or contact info@aprahome.org.

Thank you for your consideration, 
<Insert your name here>
image1.jpeg
Building Bridges, Making

August8-11 | Pittsburgh, PA





