Dear < Supervisor’s Name>:
I'm writing to ask for approval to attend the 2017 Maximize Conference, October 2-4, 2016 in Austin, presented by NAA and the Joshua Tree Conference Group. As you may know, Maximize is the only apartment housing industry conference dedicated to net operating income, asset management and long-term value creation. 

The attendees—including asset managers, revenue managers, investors, COOs, CEOs, data analysts, risk managers and financial analysts—are some of the industry’s most creative and innovative minds. They share best practices, hands-on training as well as new innovations and strategies. The conference will give me the chance to:

· Learn examples of best practices delivered by speakers from other companies <specify>.
· Network with other top-level peers to make connections and discuss lessons learned. 

· Obtain a clear picture of what the competition is doing.

· Get up-to-speed on new technologies and tools that we may not be currently using.

· Understand how to maximize the value of our existing initiatives while reducing costs and “doing more with less.”

· Determine opportunities to increase revenue from existing and potential customers.

The ROI on attending is impressive. Here's an approximate breakdown of conference costs:

Airfare:





$ <enter amount>
Transportation (between airport and hotel):
$ <enter amount>
Hotel: (# of nights at $239 per night + 15% tax)
$ <enter amount>
Meals: (# of days at $___)


$ <enter amount> 
Registration Fee:



$ <enter amount>
Total: 





$ <enter amount>
To ensure we get the most out of my participation, I'll be sure to submit a post-conference report. The report will include an executive summary, key takeaways and detailed action plan to maximize the return on our investments.

Thank you for considering this request. I look forward to your reply.

Regards,
