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Dear <Supervisor name>,

I would like to attend the COLLABORATE 12 conference this April 22-26, 2012. The wide range of education product updates will greatly assist me with my work on our organization’s most critical Oracle database projects. 
By registering through the Independent Oracle Users Group (IOUG), I will have access to additional Deep Dive and Boot Camp sessions, both extra intensive workshop series focused on product- and process-specific topics critical to our company’s success. This alone is a value of $599 and is included in my conference registration fees as an IOUG attendee.

COLLABORATE 12 features a number of seminars that are directly applicable to my work on the <project you are working on> project and will allow me to network with thousands of other Oracle experts. 
The conference fee has been discounted by more than $400 if I register by February 29, 2012. Plus, if I book my housing at an official conference hotel, IOUG will take an additional $200 off of registration! 

I am seeking <your company>’s sponsorship for the travel expense to the conference and living expenses during the conference. Upon my return, my teammates will also benefit from the course materials and notes taken during this seminar. 

[Please Note: The numbers below are ONLY an example and will vary depending on your company's travel expense policies and air fares.]

Transportation:  $450
Hotel:  $400-$900 (depending on the hotel)
Meals:  $160
Conference Registration: $1,525 (member rate by Feb 29) - $1,895 (non-member rate by Feb 29)
After studying the schedule of hundreds of technical sessions to be presented at this conference, I have identified several that would give me in-depth knowledge in Oracle-related areas that could immediately be put to use with the <project you are working on> project. The presentations are written and delivered by nationally and internationally recognized Oracle data solutions experts. Each of the presentations I chose directly relate to an issue we are dealing with in the <project you are working on> system right now. 
Getting the information in a seminar format will greatly reduce the research time and costs we would normally incur in researching these topics. Incidentally, I have only listed some of the seminars that I will attend, because including them all would make this memo much too long.

[Remember: You will want to print and enclose your COLLABORATE 12 educational plan, which can be created and printed using the My Show Planner function on IOUG’s website].

The opportunity for me to develop better contacts with Oracle data solutions experts and to gain knowledge in specific areas of data management makes my attendance at COLLABORATE 12 a wise investment, which will yield rich dividends for <your company>.
Thank you for your time and consideration. Please let me know if you have any additional questions.

Sincerely,

<signature>

