To request approval to attend the Talent2 User Group 2012 Conference we have drafted the below letter to assist you in gaining support from your line manager. Feel free to customise it however you would like.
To:   [Name of your manager and/or person who would approve your request to attend]
Cc:   [Finance/HR]
From: [Your name here]
Date: [Fill in as appropriate]
Re: Request for Training Authorisation  

Dear [your line manager’s name here]

I request your authorisation for me and/or___ # of my staff member(s) to attend the Talent2 User Group Conference between 18 – 20 March 2012. What we learn at this educational conference will directly benefit our organisation’s bottom line, both short-term and long-term.

This event offers more than 15 highly focused presentations, including keynotes and case studies and 12 hands-on workshops that address all aspects of corporate learning. All submitted speaker handouts will be available to attendees post-conference and can be shared with my colleagues who do not attend the event.

Below are brief highlights of the unique learning opportunities available at the Talent2 User Group Conference. 

1. Peer to peer networking
2. A focused, interactive program built around Talent2 User Group member feedback
3. Direct access to Talent2 Account Managers 
4. Access to Talent2 technical and support staff in an informal setting

5. The ability to help shape the future direction for the Alesco product
6. Expert keynote and concurrent speakers addressing topical and strategic issues about HRM
7. Interactive and skills-focused workshops
8. Easy access to downloadable conference presentations after the event
9. Case Study presentations by my peers, focusing on areas of current interest
10. Maximising Return on Investment for the application
11. Two full days of informative presentations allowing our organisation to make better use of the software – to realise cost efficiencies, improve functionality, implement global reporting and deliver greater employee / manager self-service capability
12. Streams of workshop style sessions which will allow me to select targeted training with instructors who are renowned topic specialists
The Talent2 User Group Inc was formed in 1997 to establish communication between Alesco users and Talent2 Pty Ltd. The Group’s annual User Conference is the premier learning conference for payroll, management, and HR professionals who use the Alesco product.

Attached is an agenda for the conference, highlighting the areas where our department will receive the greatest benefit. I am confident we will see a significant return for the small investment; therefore I request your approval to attend the Talent2 User Group 2012 Conference on the Gold Coast this March.

Yours sincerely: [Your name]
