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Dear NAME,

I would like to attend PLTW Summit 2016, March 20-23, 2016, in Indianapolis, Indiana. PLTW Summit 2016 will feature sessions that will be directly applicable to my work on <initiatives or project(s) you are working on>.

PLTW Summit 2016 includes in-depth training sessions, demonstrations of the latest technologies and resources for our <institution, classrooms, organization, etc.>, and hands-on workshops. PLTW Summit 2016 will also provide networking opportunities with many of my peers and others committed to empowering students to thrive in our evolving world. It's a great opportunity for me to gain first-hand insights on <classroom solutions/relevant, engaging, hands-on learning/name subject areas or specific products interested in> from breakout sessions, keynotes, vendors and sponsors, and one-on-one meetings with PLTW champions and STEM experts.  
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I am seeking your support for the registration fee and travel expenses, including hotel accommodations and meals, during my stay in Indianapolis for the conference. The total training expense for PLTW Summit 2016 has a <select one: $495 early-bird rate if I register before Oct. 21, 2015 / $595 regular rate>, an incredible value considering the comprehensive array of topics, which you can review at   https://www.pltw.org/pltwsummit. 

The detailed cost breakdown estimate:

<Review the numbers in brackets below and adjust them to reflect the current pricing.  Travel costs will vary and should be changed to reflect your estimated costs.> 

· Airfare: <add flight expenses> 
· Transportation: <add actual> (If you book your flight through the PLTW Summit travel provider, round-trip transportation will be provided between the airport and hotels. If you book on your own, there are various options ranging from approximately $10-$35 each way.)
· Hotel: <add actual> (Rates are $160-$190 + taxes for standard guestrooms within our block, pending availability.)
· Meals: <add actual> (The only meals you need to budget for are during travel and Monday night dinner; all other meals beginning with dinner on Sunday through lunch on Wednesday are included in the PLTW Summit Registration.)
· Conference Fee: < $495: Early-bird registration: limited to the first 250 guests to register before Oct. 28.  $595 after the first 250 registered guests or Oct. 28, whichever comes first>
· Approximated Total:  < Insert total>

The PLTW Summit presents an opportunity for me to enhance my skills in <areas of interest> while strengthening contacts in the <insert your specific field> field. My attendance at this conference will be a professional investment, which will support streamlined practices, real-world solutions, and a network of peers to call upon.

I look forward to your reply. 

Sincerely,

Insert Name Here
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