Dear <Insert Your Boss’ Name Here>,

As you know, keeping up on the latest information management trends is essential for our team’s success. It’s more important than ever that our organization experience a digital transformation – and my attendance at the AIIM Conference (March 14 – 16, 2017 in Orlando, FL) will help us do just that. [You may want to include a specific project you're working on here]
Over 600 information professionals from around the globe will be attending the two and a half day conference that includes 60 keynotes and breakout sessions. I’ll have direct access to industry experts and the chance to network and share ideas with other information professionals.
Digital transformation thought leaders like Cheryl Cran (change leadership expert/author) and John Mancini (Chief Evangelist of AIIM) will be giving keynote presentations. Leaders from organizations like Columbia University, Gartner, Houston Airports, Manulife, Raleigh General Hospital, Sanofi, U.S. Architectural and Transportation Barriers Compliance Board, Wells Fargo, and more will be sharing their perspectives in the breakouts. 
AIIM is offering their Certificate Training courses on Enterprise Content Management, Electronic Records Management and Business Process Management as pre-cons on March 13. This is the perfect time for me to take one of these courses.
I can also attend the Certified Information Professional (CIP) Workshop that will help me prepare to take the CIP exam. They’re even offering a FREE voucher for the exam – that’s a $349 value.

I’ve broken down the approximate cost of my attendance at The AIIM Conference 2017 and Pre-Conference Training course below: 

[Plan your trip here.  Delete what doesn’t apply and total it up. Then, don’t forget to delete this line too!]

Airfare: $xxx

Hotel (3 nights at $235/night+tax):
$705 (attending Conference only)
Hotel (4 nights at $235/night+tax):
$940 (attending Conference and Pre-Con)

Conference (March 14 - 16):
Early Bird Rates (must register by Jan 31, 2017)

$995 (non-member)


$895 (AIIM Professional Member)


Rates after Jan 31, 2017

$1,295 (non-member)


$1,195 (AIIM Professional Member) 
Pre-Conference Training (March 13):
Early Bird Rates (must register by Jan 31, 2017)

$599

Rates after Jan 31, 2017

$699
CIP Briefing (March 13):
Early Bird Rates (must register by Jan 31, 2017)

$599

Rates after Jan 31, 2017

$699
AIIM Professional Membership: 
$39

Total: 
$xxx 
Upon my return from the conference, I’ll share key strategies and takeaways, including those that we can implement immediately and that will maximize our business information – and positively impact our bottom line. 

The Early Bird rates end January 31, 2017, so I’d appreciate your immediate attention to my request so we can budget and save the cost on registration.
Thank you for your consideration.
<Insert Your Name Here>

