Dear (Insert Manager’s Name),

I would like your approval to attend Createasphere’s Digital Asset Management Conference on February 22-23 in Los Angeles.  This Conference offers focused sessions from experts and end-users sharing their insights on managing digital assets, media assets, marketing resources, content & information lifecycle, and storage, security & preservation.
Keeping in mind our business goals, I’ll be able to brainstorm with trendsetting professionals at the Conference.  Past attending companies have included: NBC Universal, Proctor & Gamble, AstraZeneca, Intel, Target, HP and Turner Broadcasting.

Speakers at this year’s Conference include:

· Stephen Beres, Technology Architect, HBO

· Chris Orr, Information Services Project Manager, University of California

· Deborah Hunt, Principal, Information Edge / President, SLA
· Nick Sincaglia, President, NueMeta LLC
The Keynote Address will be from Theodore E. Gluck, Director of Library Restoration and Preservation, Walt Disney Studios.
I’ll also have the chance to meet with vendors one-on-one who will be showcasing their solutions.  That means I can come back with even more ideas for how our organization can be more efficient and effective.

I’ve broken down the approximate cost of my attendance at Digital Asset Management Conference below: 

[Plan your trip here.  Delete what doesn’t apply and total it up. Then, don’t forget to delete this line too!]

Airfare:




$xxx
Hotel (3 nights at $199/night+tax):
$597
Conference:



$699  (Discounts available for multiple staff attending)
Add-On Seminars (2 at $99 each):
$xxx
Total:




$xxx 

Upon my return from Createasphere’s Digital Asset Management Conference, I will share key takeaways, including those that we can implement immediately and that will maximize our bottom line.
Thank you for your consideration of this request.

Regards,

(Your Name)
