Symposium/ITxpo Manager Approval letter

Dear (Name),
I would like to request approval to attend Gartner Symposium/ITxpo® 2013, which takes place on 10 – 14 November 2013. After reviewing the Symposium materials, I’ve determined that the return on the investment would be substantial both to the IT organization and the business as a whole.

Symposium is the world’s most important gathering of CIOs and senior IT executives and offers the most comprehensive view of trends and technologies shaping the future of IT. This year’s theme is: Leading in a Digital World.
Gartner Advantage
Unlike most conferences designed for CIOs and IT leaders, which are vendor-driven, Gartner Symposium/ITxpo delivers strictly independent analysis and advice. In fact, Gartner has a global reputation for being the most trusted IT advisory and research firm.  

Overall Conference Benefits
What the conference offers is the kind of strategic insight and actionable advice needed to achieve next-step objectives. This will help us to:
▪ Recognize which megatrends, topics and technologies will impact our IT strategy, including the Nexus of Forces — social, mobile, cloud and information
▪ Use IT to amplify the enterprise, creating new levels of strength, visibility and power
▪ Provide innovation and investment opportunities 
▪ Validate the strategic IT direction for our company

My Agenda
The conference agenda, developed and presented by Gartner analysts, features sessions that cover several focus areas, organized not only by role but also by industry. Since there are more than 500 sessions, I’ve created a custom agenda using the online Agenda Builder, which includes sessions in these tracks (choose from the following):
Applications
Business Intelligence & Information Management
Business Process Improvement
Enterprise Architecture
Infrastructure & Operations: Data Center, Server, Storage and IT Operations
Infrastructure & Operations: Mobile, Client Computing and Communications
Program & Portfolio Management
Security & Risk Management
Sourcing & Vendor Relationships
Strategic Initiatives
There are also sessions that align with our industry, including:
(choose sessions from the following industries: Banking & Investment, Education, Energy & Utilities, Government, Healthcare Payers, Healthcare Providers, Insurance, Manufacturing, Media, Retail)


Proposed Gartner Analyst meetings
This event offers a great opportunity to get custom advice from Gartner analysts, and I plan on scheduling three 30-minute meetings with the following Gartner analysts:
1) insert name, title, focus area (book pre-event)
2) insert name, title, focus area (book pre-event)
3) insert name, title, focus area (book on-site)
Additional solution-oriented opportunities
There are numerous ways to learn and share best practices, such as through analyst-user roundtables, workshops and end-user case studies on these relevant topics: 
[Topic A
Topic B 
Topic C]

Vendor Evaluations
There are a number of participating vendors that I plan to evaluate for future use, and intend to schedule meetings with on-site, including:
[Vendor A
Vendor B
Vendor C]
The full conference price* is €4,350 and includes:

· Conference attendance to all sessions (Note: Prior application and pre-approval applies to The CIO Program)
· Documentation (including presentation slides, the attendee list and a post event trip report)

· Events On Demand (all conference sessions are recorded and accessible for one year post-event)

· Planned functions

· Breakfast and luncheons

· ITxpo receptions

· Post-event summary reports


[Cost of attendance can be reduced by applying one of the five options listed below: Choose the ONE that applies to your organization]
[Option A] *This cost can be eliminated by using our prepaid Gartner Symposium/ITxpo ticket(s).
 [Option B] *This cost can be reduced by using our prepaid [choose one: Gartner summit, Gartner Catalyst] ticket(s).
[Use appropriate cost reduction information below) 

	(2) Summit or Catalyst tickets = (1) Symposium/ITxpo ticket
	(1) Summit or Catalyst ticket may be used, supplemented by a cash amount of €2,000



[Option C]  *This cost can be reduced if we register through our Gartner account representative or Event Attendance Specialist at the discounted rate of €3,750
Option D]  Early-Bird Registration: Register by (add appropriate date) with a credit card payment and save (add figure) 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-analyst meetings and analyst-moderated roundtable sessions — both of which are available on a first-come, first-served basis. 

[Option E] *This cost can be reduced if we participate in the Team Attendance Program, which includes a complimentary registration based on the number of people who attend; here is the break-down of the discount:

	5 delegates for price of 4
	Save €4,350

	10 delegates for the price of 8
	Save €8,700

	15 delegates for the price of 12
	Save €13,050


This program also includes a team meeting with a Gartner analyst.

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

I hope you agree that my attendance at Gartner Symposium/ITxpo will make a significant, positive contribution to our organization — at a time when disruptive forces require IT and the business to think, work and connect in entirely new ways.

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

 [Your standard close] 

