Email Draft – Attending the 2018 Great Place to Work® Canada Conference (Please edit to meet your needs)
To: <Insert Manager Name>


Subject: <Request to Attend the 2018 Great Place to Work® Canada Conference
Dear <Manager Name>
I would like to request approval to attend the 2018 Great Place to Work® Canada Conference on April 25th, 2018 in Toronto. This is Great Place to Work® Canada’s annual conference and the only national event that teaches, inspires and connects professionals across industries and functions to strengthen workplace culture through building high-trust. I’ll have access to unique practices and information from the best workplaces in Canada and can bring this information back to implement here at <Company> to enrich our own workplace culture. 
In addition to the focus sessions, I’ll be able to network with hundreds of professionals, all who are responsible for driving the connection between business success and workplace culture within their own organizations. 
This is the approximate cost of my attending the 2018 Great Place to Work® Canada Conference:
Airfare:

$     
Hotel:

$     
Meals:

$     
Registration:
$      

Other expenses:
$     
Total cost:        
$     
By attending the 2018 Great Place to Work® Canada Conference, I believe I can gain insights that will allow me to have a positive impact on the culture here at <Company>. Thank you in advance for your support and please let me know if you have any questions.
<Name>
