Date __________

Dear [Decision Maker Name],
I would like to request approval to attend the CALIcon16 Conference, June 16-18, 2016, held at the Georgia State University College of Law in Atlanta, Georgia.  
The conference will enable me to attend a number of educational sessions that are directly applicable to my work and will allow me to network with a variety of legal education experts and colleagues from throughout the United States as well as access to key sponsors. My participation will allow me the opportunity to expand my knowledge and give me tools and resources to enhance my performance.
I am seeking support of my attendance to this conference, which would include the registration fees, travel expenses and living expenses while at the meeting. A detailed cost breakdown is attached. I anticipate the total expense to be approximately $________.

The opportunity for me to enhance competencies and to establish connections with legal education experts makes my attendance at the CALIcon16 Conference a very wise investment, and a benefit on both personal and professional levels.

Thank you for considering support of my attendance at the CALIcon16 Conference.
Sincerely,

