Dear [Immediate Supervisor/Board],

The 90th Annual AAAE Conference & Exposition is the foremost event in the industry for education, networking and professional development. I believe my participation is critical to bringing new ideas and approaches to our organization, and I would like to request approval to attend. 

The conference runs April 15-18, 2018, in San Diego, California. I’ll be among the 2,000 industry professionals gathered to experience innovation at work while learning from experts on anticipated trends in aviation and changes to rules and regulations.
Registration includes 10 hours of interactive educational experiences, 200+ vendor resources – including educational programs, the ability to earn CPEs/CEUs, and 8 meals – around a $200 value.

I plan to attend the following sessions to strengthen my professional development. (List the sessions you plan to attend as well as the learner outcomes and how they will benefit you, your team and your organization.) _______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Following are exhibitors I plan to speak with that I think can help our organization: _______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Here are my projected costs for attending the 90th Annual AAAE Conference & Exposition:

Registration Fee

$ xx.xx

Hotel



$ xx.xx

Airfare



$ xx.xx

Miscellaneous (meals/taxi)
$ xx.xx

This investment will pay off in more efficient practices, proven solutions, new insights and ideas. After returning, I will provide a summary of key takeaways and recommended actions. 

I would appreciate your approval of this request, and will work to ensure we get the full value out of this event. 

[Your Name]
