Dear (Name),
I would like to attend the Supply Chain Executive Conference, happening 23-24 September 2013, in London, UK. I feel the return on the investment would be substantial, as the event aligns directly to my job role and project needs. 

The conference agenda, developed and presented by Gartner analysts, is focusing on the very way supply chains work, and how they deliver the highest impact on and greatest business value for our enterprise in 2013 and beyond. The conference focuses on the following hot topics:
· Supply Chain Strategy and Transformation

· Performance Measurements

· Supply Chain Collaboration

· Supply Chain Planning

· Risk Management

Here are just a few presentations I plan to attend: 
(list top 3 sessions here)
In addition, I’m going to schedule two 30-minute one-on-one meetings with the following Gartner analysts:
1) insert name, title, focus area (book pre-event)
2) insert name, title, focus area (book on-site)
I’m also enclosing a personalized conference agenda that I created using the online Agenda Builder. Attach saved conference agenda PDF
Additional solution-oriented opportunities
The event offers end-user case study presentations and roundtable discussions moderated by Gartner analysts on these relevant topics: 
[Topic A
Topic B 
Topic C]

There are a number of participating vendors that I plan to evaluate for future use. I intend to schedule private vendor briefings on-site with:
[Vendor A
Vendor B
Vendor C]

Conference fee — What’s included?
The registration fee includes:

· Conference attendance

· Documentation (including presentation slides, the attendee list and a post event trip report)
· Events On Demand (all Gartner analyst sessions are recorded and accessible for one year post-event)
· Planned functions

· Breakfast and luncheons
· Post-event summary reports

I am seeking approval for the registration fee and travel expenditures. The full conference price is €2,475 + VAT. This cost can be reduced by applying one of the four options listed below: 
[Choose only those that apply to your organization]

Option A: Use your prepaid Gartner Ticket, which waives the conference fee entirely.
Option B:  Register by 26 July with a credit card payment and save €400 on the standard conference fee.

Option C:  Register through our Gartner account representative at the discounted rate of €XXXX
Option D: Team Attendance Program — If I register three or more colleagues in addition to myself, we earn one or more complimentary registrations, depending on team size, plus additional on-site benefits.


Here is an estimate of the conference costs: 


	Airfare:
	€ [xxx]

	Transportation:
	€ [xxx]

	Hotel:
	€ [xxx]

	Meals (breakfast and lunch included in conference fee):
	€ [xxx]

	Conference fee:
	€ (insert based on option selected above)

	TOTAL:
	€ [xxxx]




Please accept this proposal to attend Supply Chain Executive Conference. I’m highly confident that the investment in time and money will help deliver significant results to our organization.

Thank you for your consideration.

[Your standard close]
