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<Insert Date>
Dear <Insert Supervisor's Name Here>,
I would like to request your approval to attend Diversity in the Minerals, Metals and Materials Professions (DMMM2) set for July 25–26 at Northwestern University, Evanston, Illinois. The summit will be an all-encompassing learning and networking event that will provide the following: 

· Key insights on diversity and inclusion strategies from leaders in the profession
· Professional development training, and 

· Sessions that expose me to ideas and resources that I can bring back for potential implementation
After reviewing the meeting website atwww.tms.org/Diversity2016, I am confident the event will help me to gain valuable training, knowledge, and professional contacts. Presentations, panel discussions, and interactive sessions will feature leading experts representing industry, government, and academic perspectives. A number of the presentations and sessions are tailored specifically to the <Select one: early career/mid-career/leadership>  professional, while others focus on identifying best practices for addressing significant challenges to achieving diversity and inclusion in the field.
To further highlight the value of this opportunity, I wanted to share with you some post-survey information from the inaugural Diversity Summit, held in 2014:

· 78% of attendees said DMMM1 provided them with practical skills to support diversity in their workplace

· 76% of attendees said DMMM1 provided them with practical new solutions to approach diversity challenges in the future

· 92% of attendees said they understand diversity topics better after DMMM1

I firmly believe the information and connections that I will gain at DMMM2 will greatly benefit <Your organization name>, so I am seeking support for the associated registration fee, travel, and lodging expenses. 

Here is the breakdown of meeting costs:
	Airfare
	$<Insert Estimated Cost>

	Transportation
	$<Insert Estimated Cost>

	Lodging
	$<Insert Estimated Cost> 
[NOTE: More info on the housing website ]

	Meals
	$<Insert Estimated Cost> 
[NOTE: Two lunches and one dinner are included with registration]

	Registration
	 FORMDROPDOWN 


	Total
	$<Insert Estimated Cost>


In summary, my participation in DMMM2 is a wise investment of time and energy that will result in a broadened range of professional contacts for both me and our organization, as well as a deepening of my knowledge and skills for advancing diversity and inclusion in my profession, and within our own work setting.
Thank you for your consideration.

Sincerely,

<Insert Signature>
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