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INTerNATIoONAL AVAYA Users arour





To: <manager name>
From: <your name>
Date: <insert date>
Subject: IAUG Global Education Conference Proposal to Attend

The International Avaya Users Group (IAUG) Global Education Conference will unite thousands of communications technology professionals from around the world for education and training, by featuring more than 200 content-rich sessions presented by leaders in the industry. Featured topics will apply directly to my work including <project(s) you are working on>. For these reasons, I am requesting approval to attend the IAUG Global Education Conference, taking place May 20-24, 2012 in Boston, MA.
The benefits of attending this event are countless. In addition to the formal training I described above, I will have the opportunity to meet thousands of other professionals that work in similar environments and learn techniques and proven solutions from peers and industry experts. 

The Solutions Expo will be full of innovation and new technologies being released by Avaya and related solution providers. All the major Avaya distributors will also be represented. Specifically, I could benefit from learning about the <product(s) you would like to learn about or specific companies that you intend to visit> and bringing it back to <your company name here> to share with the rest of the team. 
I am requesting <your company name here> sponsorship for the registration fee, travel expenses and housing expenses during the conference. I believe these training dollars would be very well spent. The total training expense for three days at the IAUG Global Education Conference is <insert your rate total, as detailed below> if I register on or before March 31, 2012. The detailed cost breakdown, including travel and other expenses are listed below.

Airfare:  <add flight expenses to Boston Logan International Airport >
Transportation:  <add actual, estimate $40, $20 taxi ride each-way to airport>
Hotel:  <add actual, hotels vary from $239-$309 single/double occupancy plus tax per night>
Meals: <add actual, average $35 per day stipend>
Registration Fee: <insert your rate according to your member status> 

When I return from this conference, I will submit a report that will include a brief summary of the educational sessions I participated in, key takeaways, techniques or tips to use in the future and action items for improvements. I will circulate the conference proceedings and would be happy to give brief presentations to any groups that are interested within <your company name here>. This is an excellent way for the rest of our department to benefit from my training.
For more information on the IAUG conference, please visit www.iaug.org. 

Thank you for your consideration. I look forward to your reply.

<insert your name here>
Created by the International Avaya Users Group (IAUG)


