<DATE> 

Dear < SUPERVISOR’S NAME >,

I would like to attend PRICM-8, the 8th Pacific Rim International Congress on Advanced Materials and Processing, to be held August 4-9, 2013, in Waikoloa, Hawaii. This congress is a unique, international forum that brings together professionals from around the world to explore issues related to advanced materials and processing. The meeting location was selected to provide equally reasonable access to attendees from the five host societies’ home countries: China, Japan, Korea, Australia, and the United States. As a result, this event will provide a truly international perspective on issues relevant to our work. I am convinced that our organization will benefit through my participation in this congress, so I am seeking compensation for the associated registration fee, travel expenses, and living expenses. (A detailed cost breakdown is included below.)

After reviewing the PRICM-8 website, I have identified several symposia within the meeting that will help me to gain valuable knowledge and professional contacts. I chose these symposia because they are directly related to our mission. These presentations are developed by government laboratory researchers, respected academics, and industry experts who possess valuable knowledge and information on technology that can directly benefit <ORGANIZATION NAME>. 

< LIST THE SYMPOSIA TITLES THAT ARE MOST RELATED TO YOUR JOB RESPONSIBILITIES. A COMPLETE LISTING CAN BE FOUND THROUGH THE PRICM-8 TECHNICAL PROGRAM WEBPAGE . > 
The full-price registration fee is $795 ($550 for students), but this price can be reduced by $100 by registering before June 4. This fee includes access to technical sessions, the exhibition, a welcome reception, and a poster reception, as well as refreshment breaks, a ticket to the PRICM-8 dinner, and three lunches.

<INSERT TRAVEL COST NUMBERS BELOW >
Here is the breakdown of costs:
Roundtrip Airfare: <$xxxx>
Transportation: <$xxxx>
Hotel: <$xxxx> [NOTE: YOU CAN FIND HOTEL FEES THROUGH THE PRICM-8 HOUSING AND TRAVEL WEBPAGE]
Meals: <$xxxx>
Registration Fee: <$xxxx>
The total costs associated with attending this event are: <$xxxx>.

My participation in PRICM-8 is a wise investment of time and energy that will result in a broadened range of professional contacts for me and for our organization, as well as a deepening of my knowledge of advanced materials and processing.

Thank you for your consideration.

Sincerely,

<SIGNATURE > 

