Subject: Ideas for Improving Our Facility
Hi [Insert Your Supervisor's Name],

I am writing to request your approval to attend the IFMA World Workplace facility management conference, taking place Oct. 3–Oct. 5, 2018 in Charlotte, NC. World Workplace will provide new ideas that further develop my facility management skills and provide information I can bring back to the team. 
You can learn more here:
http://worldworkplace.ifma.org 
Some of the most important information at World Workplace includes:


· How to protect our facility and plan for emergencies

· How to make the right facility technology choices for both now and the future 

· How to build smoother facility operations and solve problems

· How to reduce facility costs

· How to be a better facility manager
The training and sessions at World Workplace are aligned with our goals and challenges. Here are a few of the sessions I would like to attend:
1. [Titles of Sessions you plan to attend from list at
http://events.ifma.org/worldworkplace/2018/conference_schedule.cfm]
2. [Titles of Sessions you plan to attend]

3. [Titles of Sessions you plan to attend]

4. [Titles of Sessions you plan to attend]

5. [Titles of Sessions you plan to attend]

6. [Titles of Sessions you plan to attend]

7. [Titles of Sessions you plan to attend]


Attending the sessions above would especially help me on these company projects:

1. [Add a project or initiative]

2. [Add a project or initiative]

3. [Add a project or initiative]

Here’s an approximate breakdown of the conference costs:

· Airfare = $ XXX.XX

· Transportation/Parking = $XXX.XX

· Conference Hotel = $XXX.XX plus taxes 
[see http://worldworkplace.ifma.org/hotel-travel/hotels]

· Meals (breakfast and lunch already included) = $XXX.XX

· Registration Fee: $ XXX.XX 
[see http://worldworkplace.ifma.org/register/pricing-details]

· Total: $ XXX.XX

I would appreciate your approval as soon as possible in order to maximize travel discounts. Thank you for considering this request. I look forward to your reply.

Regards,

[Your Signature]
