< Date > 
Dear < supervisor’s name >,

I would like to attend MHI Annual Conference from October 2-4, 2017 in Boca Raton, FL. The conference will enable me meet, in-person the leading manufacturing and supply chain solution providers in a non-commercial setting. It will also provide me with the opportunity to learn the latest trends and technologies that are creating accelerated change in supply chains from industry leaders. 
The conference includes a number of keynotes and educational sessions that are directly applicable to my work and will allow me to network with a variety of manufacturing and supply chain experts and colleagues. Many of the presentations are tailored to the < your profession > professional and give information on how to < list benefits to your responsibilities >. The conference is offered at a cost of $250 for first-time attendees (a $1,000 value), and I am seeking sponsorship for the registration and travel expenses to Florida. A detailed cost breakdown is included below.

After reviewing the MHI Annual Conference agenda, I have identified a number of sessions which will allow me to gain knowledge and understanding about how we can improve our supply chain practices. The sessions are facilitated by industry experts who have faced similar challenges. Getting the information in a conference format will greatly reduce the research time and costs the < your organization’s name > would normally incur in researching the topics. 

< You will need to insert the session descriptions which most apply to your responsibilities. > 
Here is the breakdown of the conference costs:
Registration Fees: <$xxxx>
Roundtrip Airfare: <$xxxx>
Transportation: <$xxxx>
Hotel: <$xxxx>
Meals: <$xxxx>
The total costs associated with attending the 2017 MHI Annual Conference are: <$xxxx>.

The opportunity for me to develop better contacts and gain knowledge in specific areas of < your profession > makes my attendance a wise investment, which will yield rich dividends for < name of your organization >.
Sincerely,

< your name here > 
