Dear [insert here],
I'm writing to ask for approval to attend 2012 New York Metro Information Security Forum in New York, NY on April 30- May 1, 2012. The Forum is 2 full days of learning—best practices, hands- on training, new innovations. It's the one conference in the information security industry that brings together all levels of information security professionals, from the technical to the business focused, to the thought leaders. At a total cost of about $2,000, it's the most cost-effective way to ensure that we're getting the most from our information security investments and should result in immediate ROI.
In particular, I'd like to focus on finding solutions or best practices that could benefit these projects:

[insert your priorities here]
In addition to peer to peer roundtable sessions with IANS industry experts, I will have access to keynote presentations covering the latest trends including a keynote by Brian Snow, an NSA veteran, streamlined technology previews and evaluations, networking opportunities with information security peers from other companies, and the ability to obtain 16 Continuing education credits. The 2012 New York Metro Information Security Forum is an ideal place to pick up new ideas to drive more productivity from our information security assets.

The full conference price is $1350 but: 

IANS does offer discounted positions for multiple attendees from the same organization.

Here's an approximate breakdown of conference costs:


Airfare:   $
Transportation: $
Hotel: $
Meals: $    (breakfast and lunch included in conference fee)
Conference Fee: $
TOTAL:  $
I'm currently working on ways to reduce expenses, including hotel discounts, ride sharing, and meals with vendors. 
I'll submit a post-conference report that will include executive summary, major takeaways, tips, and a set of recommendations to maximize our current investments. I can also share relevant information with key personnel throughout the company.

Thank you for considering this request. 
I look forward to hearing your thoughts on my attendance.
Best Regards,

[Your standard close]
