NC4 Readiness 2011, April 26-29, 2011, Chicago
Conference Justification
To:

From:


Subject:
Readiness 2011, NC4 User Educational Conference
I’m requesting approval to attend NC4’s annual user educational conference, Readiness 2011, April 26-29 in Chicago. The conference will be 3 days of practical examples of product use, information on new features, insight to best practices, tips to improve usage of the NC4 solutions and lessons learned. It’s the one conference each year that brings together the community of NC4 users and NC4’s in-house experts. At a total cost of less than [fill in here with number from below] to attend, it's the most cost-effective way to ensure that we’re getting the most from our NC4 investment – and should result in immediate ROI.
In particular, I’d like to focus on finding solutions or best practices that could benefit these projects:

· [add project or initiative]

· [add project or initiative]

· [add project or initiative]

The conference offers the perfect opportunity to network with fellow attendees to discuss initiatives and find out how they are solving similar challenges. And with the variety of training classes offered, I can hone my skill set, learn new tips and tricks and get up to speed on all the new features.
Here’s a breakdown of estimated conference costs:

Airfare: 






$  400

Transportation: (round trip taxi from airport to hotel)

$    80
Hotel: (3 nights at $200/Corporate)



$  600
Hotel: (3 nights at $157/Government per diem)


$  471

*Meals:







$    90
Registration Fee (fee waived for customer’s 1st attendee)

$  395
Total




[fill in here with number from below]
1st Attendee / Corporate account:



$1,170
2nd Attendee / Corporate account:



$1,565

1st Attendee / Government account:



$1,041
2nd Attendee / Government account:



$1,436

*NC4 provides the following meals as part of the conference program:
· Wednesday, Thursday and Friday breakfast

· Wednesday and Thursday lunch

· Thursday dinner

I’ll submit a post-conference report that will include an executive summary, major takeaways, tips, and a set of recommendations to maximize our current investment in NC4. And, since NC4 will be providing the session presentations in electronic format post-conference, I will be able to share these documents as well as other relevant information with key personnel throughout the company. 

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

Regards,

