Dear [Insert Name],

Introduction
[bookmark: _Int_Qz4UDr5p]I am requesting approval to attend the Emerging Technologies Conference, from September [8 –10 IF ATTENDING CLASSIFIED SESSIONS, 9 – 10 IF NOT], held at the Walter E. Washington Convention Center, in Washington D.C. This conference will bring together professionals across the defense and national security sectors, and feature expert speakers discussing cutting-edge technologies and business opportunities in the most critical mission areas. 
Relevance to My Role
Specifically, the sessions on [TOPIC], [TOPIC], and [TOPIC] align with my responsibilities in [DESCRIBE RESPONSIBILITIES]. These sessions will apply to [SPECIFIC WORK OUTCOME].
Networking Opportunities
The conference will give me the opportunity to meet and connect with peers across the industry, providing partnership opportunities and the chance to benchmark against other organizations.
Costs
The cost of registration is [INSERT], my travel, food, and lodging costs will be [INSERT], totaling [INSERT]. 
Coverage Plan
During my absence whilst attending the conference [INSERT COVERAGE PLAN], and I will remain reachable for urgent issues.
Thank you for considering this request.
[Insert Name]

