[date]

Dear [your supervisor’s name]:
I would like your support to attend the 2018 Nevada Geographic Information Society Conference taking place October 16-18 in Reno, Nevada.
The event will allow me to participate in education that is directly applicable to my work. I will be able to meet with my peers and find out what’s working at organizations like ours and connect with them after to continue sharing solutions and ideas. 
Additionally, I will be able to meet one-on-one with representatives from companies we currently work with such as [check out the exhibitor/sponsor list and name a few] to discuss ways in which we can maximize our current investment. I will have the opportunity to check out solutions being offered by other companies which might further improve our processes and efficiencies.
Costs 
I have broken down the costs to attend this conference. For a total of <$xxx>, I can attend NGIS 2018. 
Registration: $
Airfare (or mileage): $
Transportation: $ 

Hotel: ($109 per night) 

Meals: The conference provides one hosted lunch, and a hosted social event. There are numerous options for the rest of my meals. I estimate the cost to be about $xx per day.  

Total: 

My registration fee includes access to dozens of sessions taking place in one venue over a 2-day period. I will prepare a summary of what I’ve learned and share it with you and other staff members after the event. 

Thank you for your consideration of this request and I look forward to your reply.

Sincerely,

[your name]
