To: 
From: 
Re: Request to Attend the Dynamic Risk Annual Partner Conference 
Our integrity management solution vendor, Dynamic Risk, is holding their annual Partner conference in Calgary on November 9, 2017. I am writing to ask for approval to attend. I would be out of the office for one full day. [If traveling, be sure to factor in the additional time requirement.] 
There are a number of benefits to the company in allowing me to attend:

1. We have invested in Dynamic Risk’s products and services since xxxx. My attendance will help us optimize that investment.

2. The Agenda includes educational workshops, product updates and opportunities for me to network with other Dynamic Risk clients, as well as Dynamic Risk’s executives and thought leaders.

3. The learnings I would obtain would help me in my role and how I utilize Dynamic Risk’s products and services in my day-to-day responsibilities.

4. Participation will help me keep current on integrity management, industry best practices, and regulatory changes. There is no conference registration fee. Breakfast, lunch and a reception are included at no cost.

5. All learnings from my attendance would be shared with appropriate members of the team and incorporated into our business processes as appropriate.

Thank you in advance. I look forward to hearing back from you.

XXX
Estimated Travel Costs:
Airfare: 

Transportation: (round-trip taxi from airport to hotel) 

Hotel: (1 nights at $xxx) 

Meals: (xxxxx) 

Total: 
