[Date]

[Your supervisor’s name],

I would like to attend the IBM Vision 2013 conference, May 19-22 in Orlando.  

By attending, I can ensure we have the most current professional knowledge about solutions, best practices and thought leadership for our expanding roster of responsibilities.
Vision 2013 is greatly expanded from last year, offering over 100 sessions covering solutions for financial and operational performance management; sales performance management (new this year); financial governance and disclosure management; and many aspects of risk management.  [If a CPA: Plus, more than 50% of the educational sessions are NASBA certified and qualify for Continued Professional Education (CPE) credits].  
Many sessions will be presented by finance and risk peers from leading companies, so content will be very practical (have a look at the list below).  I’ll also be able to learn from IBM executives and other industry experts.  Speaker presentation slides will be available to me online after the event, so I can share ideas with you and other colleagues.

Sessions of particular relevance to me and our team
[List sessions that will provide the greatest benefit to your organization. You can visit https://www.ibm.com/events/tools/vision/vision2013ems/sessions to build, print and email a sample personalized agenda.]

Costs

[List transportation costs, registration fee and the price per night of the hotel room. Include savings you gain from early bird registration (register by March 29), discounted hotel rates (book by April 23), and complimentary certifications.]

Why I should be there

Vision 2013 is an excellent place for me to gain relevant and useful knowledge, some of which I’m certain we can start to put into action as soon as I return [If you went to Vision 2012, consider adding an example of how this has worked in practice.].  Vision is a unique opportunity to gain skills and education that will make us a more agile and effective team.  

Thanks for considering my request. 

Sincerely,

