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[Modify as appropriate]

Date

[Supervisor’s name]
[Title]
[Company name]
[Postal Address]
[City, State, Zip]

Dear [Insert Manager/Supervisor’s name],

I would like your approval to attend Meeting Professionals International’s European Meetings and Events Conference 2020 (EMEC20), in Sevilla, Spain from 9-11 February 2020. 
Hundreds of meeting and event professionals from across Europe and around the world will participate in innovative education and networking while discovering new ideas and business relationships. EMEC20 will be a catalyst for the industry to design the next generation of astonishing, world-changing events.
EMEC20 is an unconference experience and will feature three types of education. The core education experience is outside the conference center where I’ll push my boundaries with innovative, experiential education, known as Learning Journeys. There will also be concurrent sessions and master classes where I’ll learn from the best and brightest thought leaders. Certificate courses are also offered prior to the event, giving me the ability to hone expertise in a specific area.
From the opening and closing general sessions featuring Dear World! at Sevilla’s inspirational Navigation Pavilion to the immersive Learning Journeys across the city, I’ll be on the move learning and networking along the way as well as experiencing unique Sevillian experiences, to help me understand how local cultures can positively impact how we meet! 
I’m excited to learn and network with hundreds of peers who share similar challenges as me. 
Upon my return from Sevilla, I will share many of the new ideas and key takeaways with the team to help grow our success. I’ve broken down approximately how much it will cost for me to attend: 
Airfare/Travel
Hotel
Event Registration
TOTAL: 
You can learn more about this event at mpi.org/emec.
Thank you for taking time to review my request.
Best regards, 

