To:  [Manager’s name]

From: [Your name]

Subject: Attendance at Convio Summit 2010 this October 
From October 25-27, more than 800 peers using Convio software and service to raise more money, reach more people and better manage relationships will come together in Baltimore, MD for the Convio Summit. The three days will feature best practices, training, networking and insight that can help us make the most of our Convio investment as well as trends and ideas that can help us better fulfill our mission. The conference will offer sessions that are directly applicable to my role. 
In this period, when we are focused on getting the most out of the people, resources and investments we have made, I believe learning from peers at other nonprofits and others in the Convio community will benefit our organization. Some of the projects where we could benefit are:

· [Add project or initiative]

· [Add project or initiative]

· [Add project or initiative]

The conference offers more than 50 breakout sessions (some of which offer CFRE credit), peer speakers and online, marketing, fundraising and database experts all focused on helping us succeed with Convio. I will have the chance to meet the product team, hear from expert users, get hands-on training and learn strategies to drive more revenue, better cultivate donors, create advocacy programs that support our goals, and learn more about using Convio to bring our departments closer together.

I am currently working on ways to reduce expenses and Convio is working with airlines and other providers to help reduce costs, but if I register by July 31, I can save an additional $125 for registering at the early bird rate.  Here is what I expect the trip to cost:
· Airfare: 



$400

· Hotel: (2 nights at $189)


$378

· Registration fee:


$325 (early bird)
· Misc: (Meals, taxi, etc)


$50_

$1153
This investment will pay off in more efficient practices, proven solutions, new insight and ideas and an expanded network of peers to call on.  In addition, I can provide a summary, key takeaways and recommended actions to others on our team.

I appreciate your approval of the request. I will work to make sure we get the full value of this event.

[Name]

