Subject: VISION 2018 – Professional Development Request 

Dear,

I would like to attend ACTE’S CareerTech VISION 2018 from November 28-December 1 in San Antonio. Last year, VISION 2017 featured more than 300 presentations on key career and technical education (CTE) topics, such as career cluster pathways, model CTE programs and schools, and STEM to name a few. This year, VISION 2018 will feature sessions that will be directly applicable to my work on the <project(s) you are working on> project.

The conference includes in-depth training sessions, demonstrations of the latest technologies and asset management for our institution and classroom, and hands-on workshops. VISION 2018 will also provide networking opportunities with thousands of my CTE peers. It's a great opportunity for me to gain first-hand insights on < name subject areas or specific products interested in > from breakout sessions, keynote speakers, exhibitors, and one-on-one meetings with numerous ACTE leaders and CTE subject-matter experts.  

I am seeking your support for the registration fee and travel expenses, including hotel accommodations and meals, during my stay in San Antonio for the conference. The total conference registration fee (if I register by the advance date of October 27) for ACTE’S CareerTech VISION 2018 is <select one $445 member/$625 non-member>, an incredible value considering the comprehensive array of topics, which you can review at careertechvision.com.
In addition to the core conference agenda, VISION 2018 offers optional VISION workshops and tours for an additional fee. These additional educational opportunities include <the VISION workshop or tour that covers your area of interest> that is directly applicable to the <project(s) you are working on> project. The fee for this workshop or tour is <cost of the chosen pre-VISION workshop or tour>.
The detailed cost breakdown is listed in the following paragraph.

<Review the numbers in brackets below and adjust them to reflect the current pricing.  Travel costs will vary and should be changed to reflect your costs.> 

Here is an approximate breakdown of the conference costs:
· Airfare:  <add flight expenses> 
· Transportation:  <add actual, estimated at $40-$66 per person>

· Hotel:  <add actual, $189 plus 16.75% room tax, 0.7% state fee at the Grand Hyatt San Antonio>
· Meals: <add actual, average $66 per-day stipend>
· Conference Fee:  <By October 27, the rate is $445 member/$625 non-member. After October 27, the rate is $525 member/$695 non-member>
· VISION Workshop or Tour Fee:  <Specify pre-conference workshop and include correct cost>
· Total:  < Insert total>
VISION 2018 presents an opportunity for me to enhance my skills in <CTE areas of interest> while strengthening contacts at local, regional and national levels in the CTE field. My attendance at this conference will be a professional investment, which will support streamlined practices, real-world solutions, and a network of peers to call upon.

I look forward to your reply.

Sincerely

Insert Name Here
