

To: [Recipient] 

From: [Sender] 

RE: AGI GeoCommunity ’12 - Sharing the Power of Place
I would like to attend the AGI GeoCommunity Annual Conference, to be held September 19-20 in Nottingham.  This conference is an essential opportunity to ensure we get the most from our investment in Geographic Information management and GIS and to stay abreast of the latest technology, public policy and best practice. And importantly, it is low cost and good value for money.
AGI GeoCommunity is the largest and most comprehensive independent conference in the UK. It is known for providing real insight and leadership in current Geographic Information and location-based issues via keynote addresses, conference papers, hands-on training and excellent delegate networking. The conference will provide a very important opportunity to see the broader context and help drive greater efficiencies within our organisation in the coming year.
To get the most out of ‘what we have’ during these challenging economic times, I think it is very important for us to attend AGI GeoCommunity ’12. Below are three projects/activities that our organisation is engaged in that could benefit from my attendance: 

[project or initiative] 

[project or initiative] 

[project or initiative] 

As mentioned above, the event is extremely good value and, other than travel the expenses, rates are all-inclusive. Here is an approximate breakdown of costs: 

All inclusive AGI Conference Registration Fee (includes conference and onsite bed & breakfast accommodation for 1 night): £265 + vat 
If I sign up on the Early Bird registration fee before 31 July 
Travel: [insert costs] 

Total: [insert total cost]
I will produce a post conference summary report including a set of recommended actions to further our work with Geographic Information and GIS and would also share relevant information with my work colleagues. 
I hope you agree that the event will benefit us, and I look forward to your reply. 

[Signed]

