Dear <Insert Manager’s Name>,
I’d like to request your approval to attend PDG’s 32nd National College & University Bursars SFS Conference, Professional Development Group’s Higher Education Conference for Bursars, Business Officers, Student Financial Services, Cashiers & Treasury Managers, which takes place April 22 - 25, 2018 in Savannah, GA.
The Conference will give me a chance to connect with over 250 other Higher Education Bursars and Student Financial Services professionals from all over the nation. Plus, I’ll gain unique perspectives from higher education experts and industry leaders, as well as other industry professionals and vendors.  
Two and half days of the conference are dedicated to keynotes and 50 breakout sessions including a session on <insert desired session topics here>. With such a wide range of educational content, PDG’s Bursars SFS attendees return to their roles year after year with ideas to implement immediately.

In addition, Professional Development Group will again be offering its Pre-Conference Workshops before the Conference begins. Participating in the <insert workshop name here> will allow me to gain a greater knowledge of <specific skill or topic > and receive an additional 4.8 CPE Continuing Education Credits. I believe my participation in the <insert workshop name here> will provide me invaluable knowledge, especially as it relates to the following projects/initiatives I’m currently working on:
· <insert project name 1>

· <insert project name 2>

· <insert project name 3>

It’s more important than ever to ensure we’re getting the most out of our education and training investment – and my attendance at the 2018 Bursars Conference will help us do just that. I’ll have direct access to faculty and advisory committee members, the chance to network and share ideas with other collections & receivables professionals, and an opportunity to gain 19.8 CPE Continuing Education Credits.

I’ve broken down the approximate cost of my attendance at Bursars from Sunday to Wednesday, April 22-25, 2018 below: 

Airfare:






<airfare>
Hotel (3 nights at $199 night plus tax):


$597 (plus tax)
Conference:





<price > ($580 until Feb.15; after that $640)
Pre-Conference Workshop:



$150
Total:






<total> (including Pre-Conference Workshop)
Thank you for your consideration of this request. Professional Development Group has negotiated a discounted rate of $199/night at the Hyatt Regency Savannah if I book my hotel early. Therefore, I appreciate your immediate attention to my request.

Regards,
