SAMPLE CONFERENCE REQUEST LETTER: 
Dear [XXXX]:

I am requesting your approval to attend the 2020 Midwest Association of Student Employment Administrators (MASEA) “Racing to Success" Conference, in Louisville, KY for a two and a half day conference being held June 10-12, 2020. 

Due to the value we place on our student employment program, I want to outline why my attendance is a good investment that will help keep our institution current with federal regulations and compliance. 
 

By attending the conference, I will have access to in-depth training, concurrent sessions presented by student employment professionals from the Midwest region, and the latest best practices from other colleagues and institutions. l will also have an opportunity to hear from keynote speakers, opportunities to network with colleagues, and receive updates on federal legislative updates. 
 

The following is a list of my top three priorities to accomplish at the 2020 MASEA conference:

1. <Fill in what you will attend to get information or help with>
2. <Fill in>
3. <Fill in>
 

Here is an estimation of the cost of my attendance at the event:
· Airfare: $xx

· Transportation: $xx

· Hotel: $xx

· Meals: $xx


Conference fee: $ (insert based on pre-conference and/or conference attendance option)
Approximate total: $ [xxxx]

I am requesting approval from you now so we can take advantage of the early-bird registration rates. I have the opportunity to save $xx on the conference registration fee if I register by April 30, 2020.
 

Thank you for considering this request. I look forward to your reply.


Regards,
[Name]
