Dear [Supervisor Name],
I would like to request approval to attend the MSAE25 Annual Conference in Traverse City, MI (Dec 8–10) at Grand Traverse Resort & Spa. Below is a summary of expected benefits, estimated costs, and a plan for follow-up to ensure value for our association.
Expected Benefits
MSAE25 offers rich learning opportunities for association professionals. Given my professional responsibilities, I believe the following sessions will provide useful information and growth opportunities for me: 
[Insert list of sessions relative to your role]
Estimated Costs
MSAE has worked closely with its partners to make the conference very affordable. The breakdown of anticipated expenses follows:
Registration: 2.5 Days of programming and meals 					$499
Mileage: Lansing → Traverse City	~ 365 miles (Update according to your locale)		$255.50
Housing: Two nights lodging inclusive of taxes and fees				$400
Meals/Incidentals: Most meals are included; this is a contingency budget 		$75              
                                                                                                  Total:		$1229.50 
Plan for Follow Up
To ensure that this is not just an expense but an investment, here’s my follow-up plan:
· Pre-conference alignment: I have reviewed the session list and provided you with a proposed “must-attend” session list aligned to our strategic priorities (e.g. membership growth, education innovation, operational efficiency). I am happy to adjust the list according to your recommendations. 
· Knowledge capture: I will prepare a short “takeaways report” within two weeks of returning — summarizing critical insights and top ideas to discuss with leadership or relevant teams.
· Internal workshop / lunch & learn: I will facilitate an internal presentation or workshop to share the most relevant learnings with our staff.
· Leverage connections: I will follow up with contacts made at the conference to explore partnerships, benchmarking, or resource-sharing opportunities.
· Action plan: For ideas that you or the team believe have merit, I’ll propose how we might pilot or test them in our context (budget, timeline, metrics).
Thank you for considering this request. Please let me know if you’d like to discuss it. 
Sincerely,
Name
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