March 21, 19

Dear <Name>,
[bookmark: _GoBack]In line with our district’s goals, I request your approval to attend the 2019 Illinois ASBO Annual Conference taking place in Schaumburg on May 2 – 3, 2019. This is the best conference available in Illinois for school business officials and I believe it will greatly bolster our district success! 
At the conference, I will be able to learn about <insert topic here>, which will help with the <insert current project>. I am also interested in exploring new <insert topics here> as well as best practices and new strategies to keep our school district fiscally sound. 
Here are some of the sessions listed that I believe will prove applicable to our district’s financial and operational processes:
· <Session 1>
· <Session 2>
· <Session 3> 
· <Session 4>
There are many other tangible benefits to attending the Illinois ASBO Annual Conference: 
I will help our district stay current with school policy and legislative issues. By attending the sessions on public policy, I will hear updates on the state of Illinois and issues to look out for.
I will make connections. I will network with peers to understand how other school districts are handling common issues.
I will learn new skills and share them with my coworkers. I will make a concerted effort to share what I learn at the Annual Conference. I plan to <insert plan>.
I can network and keep up relationships with our vendors. 
Attending the Illinois ASBO Annual Conference will cost approximately <insert cost from worksheet>. This includes all transportation, lodging, sessions, events, and meals, assuming that I register by April 15 to receive the early registration rate. I can also save money by <insert cost-saving ideas>. A breakdown of the costs is attached. 
I believe that my attendance is an investment worth making. I can earn PD clock hours toward my license in a concentrated environment over two days, which could require time out of the office in the future if not earned at this time.
I respectfully request the opportunity to discuss my attendance at the Illinois ASBO Annual Conference with you. Thank you for your consideration!
Sincerely,
<Your name>
