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To: <Department head’s name>
From: <Your name>
Date: <Insert date>
Subject: InSight 2011 Annual Conference Educational Training Proposal
I would like to attend the InSight 2011 Annual Conference from September 20-23, 2011 at the David L. Lawrence Convention Center in Pittsburgh, Pennsylvania. The InSight 2011 Annual Conference, Bridging the Gap, features more than 300 education sessions and will enable me to attend a number of technical sessions that are directly applicable to my work on the <Project(s) you are working on> project. The event will give me the opportunity to meet face-to-face with other InSight members, McKesson representatives and complimentary solutions providers to discuss upgrades, implementations, and best practices that will help me optimize our organization’s investments. I will be able to problem-solve with other McKesson users and gain first-hand knowledge on <Name specific products interested in> from McKesson product managers.
In addition to dynamic education sessions, the Product Solutions Center (PSC) will be full of new technologies released by McKesson and supporting solution providers. Our company would benefit directly from learning more about products and services that can help our organization become more efficient, at lower costs and with higher returns. 
I am seeking <Your company name here>’s sponsorship for the registration fee and housing expenses during the conference. I believe these training dollars would be very well spent.  
The total registration fee and hotel expense for the InSight 2011 Annual Conference is <Insert your registration rate according to your member status and hotel cost> if I register on or before July 15, 2011. The detailed cost breakdown is listed below.
Follow the guidelines below to insert your travel expenses and add up the conference cost.
Here is an approximate breakdown of InSight 2011 Annual Conference costs:
Airfare:  <Add flight expenses>   
+ (plus)
Transportation:  <Add transportation expenses. Taxis are available to all three hotels for an estimated rate of $40 one way.>   
+ (plus)
Hotel: <Choose your hotel; the rates listed are nightly rates.>
· Westin Convention Center Pittsburgh - $199 single / $209 double
· Omni William Penn Hotel - $189 single/double
· DoubleTree by Hilton® Hotel & Suites Pittsburgh Downtown - $189/single/double
+ (plus)
Meals: <Add meal expenses. Note: Breakfasts, some lunches, and some dinners are included in the registration fee.>    
+ (plus)
<Add your conference registration fee. Note: Costs if registering by July 15, 2011: Active Member $710, Renew member $835, Join member $835. Costs if registering after July 15, 2011: Active Member $910, Renew member $1035, Join member $1035.
= (equals)
The total travel costs are <Add estimated airfare, transportation, and meal figures>. Adding this to the registration fee and hotel expense, there is a total conference cost of <Add your estimated total travel costs, estimated hotel cost, and registration fee>. 
When I return from the conference, I will submit a report summarizing major techniques that I have learned and action items for every session that I attend during the InSight 2011 Annual Conference. I am also willing to share the conference proceedings with other team members who are interested in learning about the conference and can give brief presentations to other groups within <Your organization name here>. This is an ideal way for the rest of our department to benefit from my training.
I look forward to your reply.
Sincerely,

<Insert your name here>
