Date

Dear <Manager>:
I would like to attend the GovSec 2011 Conference—The Government Security Conference & Expo, featuring U.S. Law Enforcement. The conference will enable me to gain valuable insights about key issues central to the protection of our nation while also networking with top-level government security and law enforcement professionals. I am seeking approval for the registration fee, travel expenses to the conference and expenses during the conference. The detailed cost breakdown is listed below.

<You will need to insert your travel cost numbers in here>
Here is the breakdown of conference costs:

Airfare: 

Transportation: 

Hotel: 

Meals: 

Conference Fee: 

Total conference cost of ______.

I plan to attend several sessions providing education in areas of <fill in topic areas> that could immediately be put to use with <project(s) you are working on>. The sessions are presented by leading government security and law enforcement experts. I chose each of these presentations because it is directly related to an issue we are dealing with in the <project(s) you are working on> right now. Gaining knowledge in this format will greatly reduce the time and costs otherwise necessary. Incidentally, I have only listed below some of the sessions that I will attend. Including them all would make this memo much too long.

<List out the top sessions/topics you plan to attend.>
The opportunity for me to develop better contacts with industry experts and to gain knowledge in specific areas of government security makes my attendance at this GovSec conference a wise investment, which will yield rich dividends for <your company>.
Sincerely,

