WorkOut 2011 Trip Justification

To:

<Approver>
From:

<Your Name>
Subject:
WorkOut 2011, the AtTask User Conference

Dear <Approver>:
I would like to attend WorkOut 2011, the AtTask User Conference February 7-10th in Salt Lake City, Utah. The conference is a one night and 3-day event that includes educational breakout sessions, face-to-face consultations and opportunities to network with other users from a variety of industries as well as the AtTask staff. Throughout the conference, I will attend sessions that help improve my ability to efficiently and effectively manage work on a daily basis.

WorkOut 2011 is the ideal way to ensure that we are getting the most out of our organization’s investment in AtTask. There are numerous breakout sessions, case studies and hands-on training workshops planned for both AtTask staff, users, and recognized industry thought-leaders to share their expertise and best practices. They’re also going to launch the new version of their product at the show, so I’ll be able to get hands-on experience and practice with the new functionality while I’m there.

My attendance at this conference will allow us to:

· Hear examples of successes from other experienced AtTask users

· Learn how to maximize the value of AtTask within our organization

· Spend 45 minutes working with an AtTask product expert to improve the way we use AtTask

With our focus on getting the most out of the resources we have, I think it’s critical for us to learn from other successful users. Here are a few specific projects I think will be more successful because of things I expect to learn at WorkOut:
· For <add project or initiative> I will use the 45 minute consultation with an AtTask expert to get advice on how we can <describe challenge you are encountering>
· <add benefit to project or initiative>
· <add benefit to project or initiative>
Following is an approximate breakdown of the conference costs:
Airfare: 






$

Transportation: (round trip taxi from airport to hotel)
$ 50
Hotel: (4 nights at $169)




$676
Registration Fee (Early Bird, available until 12/31/10):
$599

Total: 






$

I also noticed that if we send two or more people to the conference, we will each receive an additional $100 off the current registration price. 

Upon my return, I will submit a full post-conference report that will include major takeaways, tips, and a set of recommended actions to further maximize our current investment in AtTask. 

Thank you for considering this request. I look forward to your reply.

Regards,
<Your Name>
<Your Title>
