Suggested letter to supervisor requesting support for attendance at the Schaedler Yesco Expo.
< Date >

< Supervisor’s Name >

< Title >

< Organization>

< Address >

< City, State Zip >

Dear < Supervisor’s First Name >,
I would like to attend the Schaedler Yesco Expo on Thursday, April 9 in Hershey, PA at the Hershey Convention Center.

The Expo is held every other year and attracts roughly 1800 attendees from across the state.  In addition to the over 90 exhibitors, it also offers opportunities to expand my knowledge base with access to 80 unique seminars and labs. 

After reviewing the conference information, I have identified several training sessions that will enhance my skill set: 
· < Insert the session descriptions which most apply to your responsibilities >

There is absolutely no cost to attend the Expo.  This is just another way that Schaedler Yesco helps us stay on top of trends and offer us the opportunity to talk directly with industry experts.
Please let me know if you will approve my attendance.  It’s important for me to register for training sessions as soon as possible as space is limited.
Sincerely,

< your name here >

