Tailor this email to your own needs, showing how specific aspects of the AAFCS conference will help you contribute to the achievement of organization goals.

Dear [name of supervisor],
I am very interested in attending the AAFCS 109th Annual Conference & Expo, Cultivating Social and Emotional Competence for Healthy Relationships, June 24 – 27, 2018, in Atlanta, GA. 

Having reviewed the program, I feel the return on the investment in attending the AAFCS conference would be significant.  This professional development event aligns strongly with our [department’s or organization’s] priorities, including [list your relevant priorities here].
The conference program includes leading-edge research and strategies in all areas of family and consumer sciences.  I’ll also have the opportunity to see the latest products and resources in family and consumer sciences, as well as talk with experts in the field to discuss our needs.  

At the conference, I plan to attend [highlight events you will plan to attend]:
· Educational sessions presented by top family and consumer sciences professionals. I am particularly interested in these sessions:  [list the sessions that are most relevant to your work]
· A general session, including a keynote by Dena Simmons, EdD, Director of Education, Yale Center for Emotional Intelligence
· A Capstone Luncheon, featuring Paul McGhee, PhD, President, The Laughter Remedy
· Small roundtable discussions during “i3: Inspiration-Innovation-Impact,” where I plan to ask for advice about [list topics here]
Plus, the conference offers numerous networking opportunities at mealtimes, evening events, and breaks between sessions. 


I am seeking approval for the conference registration fee and travel expenditures. I can save more than $200 off the on-site price if I register online by April 16, 2018. 

Here is a breakdown of the conference costs:

Airfare: $
Ground Transportation: $
Hotel: $
Meals: $      
Registration  $     
TOTAL:  

I expect to return from the conference with recommendations and action items regarding [topic] to share with my team. 
 
Please accept this proposal to attend as I’m confident in the considerable return we will receive for the investment.

Thank you for your consideration.
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