Dear Name:

I would like to attend the Gartner Enterprise Architecture Foundation Seminar in June. The Seminar is an experiential, workshop-style event that is held over the course of two-days in a classroom-style setting with a limited number of attendees, and offers an in-depth learning experience, including thoughtful interaction with other attendees and the two Gartner Analysts who conduct the Seminar.  I have reviewed the agenda and feel the return on the investment would be a major benefit as the event aligns directly to the priorities of our department [insert your priorities here].

It’s an excellent value for the level of hands-on education.  In 2 days, I’ll have access to:

 - 24 hours of intensive, classroom-style days designed for one-on-one attention with leading EA Gartner Analysts 

 - Up to 24 hours of networking with peers from other companies


I am seeking approval for the registration fee and travel expenditures.
The full conference price is $2,995 but: 

Option A:  can be fully waived by applying our pre-paid Gartner Symposium Ticket.

Here is a complete breakdown of the conference costs:

Airfare:   $ [xxx]
Transportation: $ [xxx]
Hotel: $ [xxx]
Meals: $  [xx]    (breakfast and lunch included in conference fee)
Conference Fee: $ (insert based on option selected above)
TOTAL:  $ [xxxx]

 I’ve enclosed an agenda that I built using the customized agenda tool focused on our key priorities.

Other staff members in our organization will also be able to benefit as I will meet with the team when I return to relay recommendations and action items, and circulate a detailed an actionable Trip Report.

Please accept this proposal to attend as I’m confident in the significant return we will receive for the small investment.

Thank you for your consideration.

[Your standard close]



