Dear (Name),
I would like to request approval to attend Gartner Catalyst Conference 2013 on July 29 – August 1 in San Diego. After reviewing the conference materials, I’ve determined that the Summit is highly relevant to the needs of our organization, especially to our present technical initiatives and priorities. 
Gartner Catalyst Conference is the must-attend event of the year for technical professionals tasked with developing and executing on a strategy to leverage mobile, cloud, and big data to drive operational effectiveness and competitive advantage. Catalyst – as the name implies – is about driving meaningful change in the industry and your organization.

Gartner Advantage
Unlike vendor-driven conferences on this topic, Gartner conferences deliver strictly independent analysis and advice. In fact, Gartner has a global reputation for being the most respected IT advisory and research firm. It is widely known for its uniquely unbiased perspective, informed by thousands of analyst-client interactions from across industries and around the world. 

Overall Conference Benefits 
The conference offers the kind of forward-thinking insights and practical guidance needed to achieve next-step objectives. It will help us to:
· Validate our ______ strategy

· Implementing an effective BYOD strategy

· Deploying Big Data and analytics Solutions

· Building right-fit hybrid cloud solutions

· Identify the best solution and service providers for our needs

· Evaluate the pros and cons of specific technologies and tools and their ultimate impact once adopted

· Benchmark our progress against industry peers as well new and emerging competitors

· Better understand the inherent risks and opportunities as we move our ______ initiatives/program forward

Training Skills
In addition, the conference will provide training and development opportunities where I can strengthen my skill set and deepen my expertise in the area of _____________ through practical guidance from a team of Gartner Catalyst analysts and a wealth of industry best practices. This skills enhancement will certainly have a direct impact on how quickly and effectively Catalyst objectives are achieved for the company over the next 12 months. 

Hot topics that will be covered:

· What is the impact of Convergence?

· Developing an effective mobile and BYOD strategy

· Building optimized hybrid clouds

· Deploying production–ready Big Data solutions

· Risk management, security and access control

Gartner Analyst Meetings
In addition, I’m planning to participate in 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)
My Agenda
So that you have a more complete view of the conference experience, I’m providing a personalized conference agenda created using the online Agenda Builder. In essence, this is the conference curriculum I’ll be following over the course of the event.
The conference agenda PDF is attached
Vendor Evaluations
There are also a number of participating vendors I plan to evaluate onsite for future use:
[Vendor A, Vendor B, Vendor C]
The full conference price* is $2,375 and 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 report

[Cost of attendance can be reduced by applying one of the four options listed below: Choose the ONE that applies to your organization]
Option A: *This cost can be eliminated by using our prepaid Gartner Ticket.
Option B: *This cost can be reduced if we register by May 29th with a credit card payment to save $300 on the standard conference fee. My early registration will not only save the company valuable training dollars, but will also allow me to choose from a wider selection of one-on-one analyst meetings and analyst-moderated roundtable sessions — both of which are available on a first-come, first-served basis. 

Option C: *This cost can be reduced if we register through our Gartner account representative at the discounted rate of $XXXX 
Option D: *This cost can be reduced if we participate in the Team Attendance Program. If I register three or more colleagues in addition to myself, we earn one or more complimentary registrations for those attendees, depending on team size, plus additional on-site benefits. Among those benefits is the opportunity to leverage the expertise of a Gartner analyst at a private group meeting.
Here is an estimate of the conference costs: 
Airfare: $xxx
Transportation: $ xxx
Hotel: $ xxx
Meals (breakfast and lunch are included in conference fee): $ xxx
Conference fee: $ xxx

Please let me know if you have any questions about the agenda or any other aspect of the event, and I will gladly forward conference materials to you. I hope you agree that my attendance at the Gartner Catalyst Conference will make a significant, positive contribution to our organization.


Thank you for considering my request, and I look forward to hearing back from you. 


[Your standard close]
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