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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 MPI’s “Plan Your Meetings” networking and educational event in (location) on (day/date). 
Individuals who have a hand in planning meeting and events for their organizations attend this event in order to learn relevant education that will make them more efficient, effective and successful at planning meetings and events for their own organizations. And it’s completely free to qualified planners like me!
Plan Your Meetings is known for bringing the latest tools, city-to-city, enhancing, advancing, and inspiring planners with event and career concepts and connections. They bring together the experts and resources to help solve our business challenges and provide us with answers to our top dilemmas. 

I’m excited to learn and network with peers who share similar challenges as me. 
Upon my return, I will share many of the new ideas and key takeaways with the team to help grow our success. 
There is a $50 fee to reserve my spot. When I attend, the $50 fee is reimbursed. I can also cancel up to 48 hours prior to the event and receive full reimbursement.
You can learn more about this event at mpi.org/events/plan-your-meetings 
Thank you for taking time to review my request.
Best regards, 

