Insert Date 
Dear (supervisor’s name),
I would like to attend the upcoming XXXXXXXXXXXXXXXXXXXX event, to be held in XXXXX on the XXXXXX.

The conference will enable me to attend a number of sessions that are directly applicable to my work and will allow me to network with a variety of industry experts and colleagues from around the country.
After reviewing the conference brochure, I have identified a number of the sessions which will allow me to gain knowledge and understanding of the key issues in this area which I am facing in my current role. The presentations are facilitated by both industry experts and peers who have faced similar challenges. I chose each of these presentations because it is directly related to an issue we are dealing with currently. Getting the information at a conference will greatly reduce the research time and costs which we would normally incur. Incidentally, I have only listed some of the sessions that I will attend. Including them all would make this memo much too long.
List most suitable sessions here.
The full price conference fee is $xxxx, but can be reduced $XXX by registering before XXXX. I have also secured a reduced rate for hotel accommodation via the event organisers. This will cost $XXX, a saving of $XXX.
The opportunity for me to develop better contacts and gain knowledge in specific areas makes my attendance at the event crucial to my current role and will yield rich dividends for our organisation.

Sincerely,

Your name here 
