Dear [supervisor’s name]:

I am interested in attending the 2011 NIRSA Annual Conference & Recreational Sports Exposition, April 13-16 in New Orleans, Louisiana, in order to gain education and professional development in recreational programs, facilities and services. I am confident that I can immediately use the knowledge and skills I gain to benefit [your institution] and our [the people you provide services to – students, members, etc].
NIRSA’s Annual Conference & Recreational Sports Exposition presents incomparable educational and networking opportunities, including over 100 high-quality educational sessions and over 30 poster presentations; top-notch professional speakers; more than 130 exhibitors in the Recreational Sports Expo; [include the following if hiring] and the NIRSA Foundation Career Opportunities Center.
The educational sessions cover tracks that are relevant to [your institution]’s development, including [list the tracks most useful to you and/or your recreation department]. These sessions offer free Continuing Education Units, which contribute to my certification in [ACE, ACSM, IACET]. Some of the most valuable educational sessions for our institution are [list sessions of particular benefit to you and your institution]. In addition, the Recreational Sports Expo will open up a world of opportunities in products, services and ideas from which we can benefit.
Costs include: [See the Expenses Worksheet to help you price registration, transportation and lodging.] I will be able to save money by [See the “Gaining Employer Support” web page to get some ideas on how you can save on your trip].
Attending the 2011 NIRSA Annual Conference & Recreational Sports Exposition will provide me the opportunity to advance my professional career by offering great educational sessions within several relevant fields as well as valuable networking connections. After the event, I will put together a trip report so I can share what I learned with my colleagues, including any handouts or other presentation materials I receive.
Thank you for considering my travel request.
[Your name]
