[SAMPLE LETTER]

Hi [insert name here],

I’d like to attend The NAMM Show in Anaheim, CA, January [dates], and would like your approval.

Annually, thousands of global music industry professionals come together at The NAMM Show for four days of networking, education and deal-making. The NAMM Show offers unique opportunities to interact directly with global attendees, attend education sessions, network and gain trade know-how — all of which will help further my career and create lasting business relationships that can benefit our company.

Here are some of the opportunities I’d like to take advantage of:

· [List of NAMM U sessions, TEC Tracks sessions, key speaker talks, etc.]

My top goals for attending the show include to (1) learn about [topic], (2) discover a solution for [specific challenge], and (3) set up meetings with my contacts.

Here’s an estimate of the cost:

· Registration: [attendance fee]

· Travel: [Cost of airfare/travel]

· Lodging: [Cost of hotel]

Thank you in advance for considering my request. I really believe [my company name] would benefit from everything I can gain by attending The NAMM Show. I look forward to discussing this opportunity with you further.

Sincerely, 

[Your Name]

