Letter to Manager

< Date > 
Dear < supervisor’s name >,

I request approval to attend the Doble Client Committee Meetings and Conference on October 10 -15, 2010 in Austin, Texas. This is the premier event for utility, testing and industrial colleagues to share valuable information about the latest best practices, current topics and most pressing concerns. 
After reviewing the conference materials, I have identified a number of educational sessions which will provide knowledge and understanding about how we can proactively improve our maintenance program and system reliability. The presentations are facilitated by both industry experts and colleagues who have faced similar challenges in maximizing their assets. This information will save our company time and money while preventing the possibility of costly failures. 
The highlights of this event include:

· Hearing the most recent manufacturers’ service advisories and safety briefings.

· Getting advanced notice of industry concerns and problems emerging now. 
· Free training opportunities in several different fields including on-line monitoring, the new IEC 61850 standard and partial discharge. 
· Field trips to the 3M Cable Accessories Factory and the TECO-Westinghouse Motors Factory. 
· Sharing information and concerns openly with industry peers – no manufacturers will be in attendance.  

There is no conference fee to attend the Doble Client Committee Meetings & Conference as it is one of our benefits as a Doble Service Agreement Clients.  

< You will need to insert your travel cost numbers in here – some numbers are there to help you>
Here is the breakdown of projected costs to attend the October event: 
Roundtrip Airfare: <$xx – based on your location>
Transportation: <$xx – you will not need to rent a car while in Austin. A cab to the hotel is $25 one way.>
Hotel: <$xx – the group rate per night is $199 at the Hilton Austin plus the 15% applicable tax for a total of $228.85 per night.>
Meals: <$xx – please note we do not provide breakfast and lunch>
The total costs associated with attending this conference are: <$xxxx>.

I sincerely believe that attending the Doble Client Committee Meetings will be a great benefit to < name of your organization >. We will get more than information, I will bring back lessons learned and knowledge accumulated from our industry peers that we can put to work immediately.
Sincerely,

< your name here > 
