<Date>
Dear <Manager>:
I am contacting you to formally request approval to attend the G2E Expo, which takes place September 27-29, 2016, at the Sands Expo in Las Vegas, NV. I have reviewed the education sessions and list of exhibiting companies and feel attending would be a major benefit as the event aligns directly to priorities in our department: 
<Insert priorities here>.
The sessions that I plan to attend and find to be the most relevant include: 
<List top and most relevant sessions from our tracks below>
Tracks Include:
· Business of the Business
· Casino Property, Players, & Products
· Compliance, Law, & Regulation
· Game Play
· Gaming Leaders Learning
· Gaming Policy
· Global Gaming Women
· iGaming Congress
· Integrated Resort Experience
· Security & Surveillance
· Tribal Gaming Program
· Tribal Interests

I have reviewed the exhibit list and identified a number of <solution/product> providers that I would like to visit and evaluate. Some key exhibitors include: <Company A, Company B, Company C etc.>.
Proposed expense list:
[bookmark: _GoBack]Airfare: $(xxx) 
Transportation: $(xxx)
Hotel: $(xxx)
Meals: $(xxx)
Total: $(xxx)
My attendance will benefit the entire team/business as I plan on sharing a post-event report to communicate learnings, recommendations and suggested action items. I am requesting the opportunity to review materials with you and discuss how we can leverage them for further training of our team and to drive overall business outcomes. 
Thank you for your consideration and I look forward to hearing back from you.
Sincerely,
First Name Last Name
Title, Department
Organization
