[Date]  

Dear [Supervisor’s name],
To help provide the knowledge that I need to keep pace with rapidly changing technology, identify innovative solutions, maintain our competitive edge, and to learn from internationally respected colleagues, I would like to attend the 2011 SMTA International Technical Conference and Electronics Exhibition, October 16-20 in Forth Worth, Texas. SMTA International offers over 130 technical paper presentations; four symposia focused on Evolving Technologies, AIMS/Harsh Environments, Lead-Free Soldering Technology, and Contract Manufacturing; and 21 courses taught by internationally respected instructors. A Proceedings CD-ROM (valued at $160) which includes all the technical papers presented, is free for all conference registrants and can be shared with my colleagues who may not be able to attend the event. In addition, the Electronics Exhibition focuses exclusively on electronics, and features the products and services of more than 100 companies this year. 
These opportunities are new in 2011 or are of particular relevance to our company/ my team/my current project: 
· [insert relevant sessions/tutorials/exhibitors from the brochure or SMTA website]

· [insert relevant sessions/tutorials/exhibitors]

· [insert relevant sessions/tutorials/exhibitors]

The Early Bird price saves $100 if I register before September 16th.   There are several conference packages available and SMTA members save even more money to get the most value for our training dollars. One package allows four individuals from our company to attend for the price of three! The Technical Conference Registration fee is $625 for members and $775 for non-members, after the Early Bird registration deadline expires on September 16th. Special accommodation rates are available at the designated conference hotels; the OMNI ($179 S/D) or the Sheraton ($169 S/D). Specific program details and information about registration are available at www.smta.org/smtai/index.cfm. 
The SMTA continues to provide exceptional pricing for the industry’s premier conference on electronics. This year the AIMS/Harsh Environments Symposium is included in the Technical Conference registration price (a savings of $320 for members and $470 for non-members). Rob Rowland, Conference Director and Star Instructor, is teaching a FREE half day course for members on A Guide to Pb-free Reflow and Wave Soldering (valued at $300 for members). We need to take advantage of this opportunity to connect with participants and internationally respected experts from 16 countries and the US to discuss their latest research, and to learn where our competitors are currently focusing their efforts. 
Thank you for your time and consideration of my request for me or my colleagues to attend SMTA in October. Please let me know if you need additional information that may influence your decision to approve funding.
Sincerely,
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