







(Date)
Dear [your supervisor/manager/director],
With the technology in our business constantly changing, I know it is important for our organization to stay up to date to maximize efficiency while staying within budget. I would like your approval to invest in an opportunity for professional education that will help our organization fulfill those objectives.

I am seeking approval for the travel expenses to attend Kofax’s Transform 2012, which takes place March 11 - 13 at the Hilton Bayfront in San Diego, California.
Transform is the premier forum for Capture Enabled BPM. This event is a unique forum providing valuable insight into using capture and BPM technology solutions to initiate and streamline business processes for maximum return on investment.

At Transform, I will:

· Meet top industry experts and thought leaders in the capture and BPM fields

· Learn from others in the  industry 
· Attend educational and training workshops

· Keep abreast of the latest trends and technology 

· Network with peers and colleagues

If I am approved to attend Transform, I will:

· Bring back strategies to address our information management challenges

· Attend case study presentations to obtain information we can apply to our operations 
· Leverage knowledge from experts in the field
· Discover how our peers are adapting to changes and discover the latest benchmarks

· Exchange ideas with colleagues at meals and evening events 
· See demonstrations of the latest document automation and BPM technologies
· Earn continuing education credits for the sessions I attend

Here is a complete breakdown of the conference costs:
Airfare:  $
Transportation: $
Hotel: $
Meals: $   

TOTAL: 
Other staff members in our organization will also benefit, because I will meet with the team when I return to relay recommendations and action items, and circulate a detailed and actionable trip report.

I’m confident we will receive a significant return for the relatively small investment in attending this event.

Thank you for your consideration.


Your standard closing
