Copy and paste the text below into an email to your manager. Replace anything highlighted in [brackets] with your own details, and delete any lines that don't apply.
----
Subject line: Request to attend Cvent CONNECT 2027 in Denver
Hi [NAME],
I'd like your approval to attend Cvent CONNECT 2027, April 5–8 at the Colorado Convention Center in Denver. It's the annual conference for people who plan, market, and host events, and it's the one week where I can get hands-on training, product guidance, and advice from peers who run programs like ours.
[If we're a current Cvent customer: We've used Cvent since [YEAR] for [e.g., registration, our event app, and venue sourcing], so this is a chance to get more out of tools we already pay for.]
[bookmark: _Int_CBPsrnnD]Our events carry real weight for us. [e.g., We run X events a year, and they account for $X of our budget.] The more efficiently we plan them and the more clearly we can show what they deliver, the easier every budget conversation gets.
Here's what I'd bring back:
Practical skills. The conference opens with a day of hands-on training. I'd use it to tighten how we build and run events in Cvent so we spend less time on manual work and workarounds.
A clear view of what's coming. CONNECT is where Cvent shares its product roadmap and new AI-powered capabilities, including CventIQ™. I want to see what's realistic for a team our size and what we could put to use this year.
Direct answers. I can meet with our account team and Cvent product experts in person to work through [specific challenge] instead of trading emails for weeks.
Ideas from peers. Nearly 5,000 people attended in person last year. Hearing how other teams handle [e.g., attendee engagement, reporting, or doing more with a smaller team] is often where the most useful ideas come from.
I'd focus my time on the projects where we need answers most:
[Project or priority, e.g., cutting registration build time for our recurring events]
[Project or priority]
[Project or priority]
Estimated cost:
Registration: $X
Airfare: $X
Hotel ([X] nights): $X
Ground transportation: $X (approx.)
Meals and incidentals: $X
Discount applied, if any: –$X
Total: $X

Within a week of getting back, I'll send you a short summary of what I learned, what I'd change, and two or three things we can put in place immediately. I'm happy to walk the team through it, too.
There is a virtual option, but the training, one-on-one time with the Cvent team, and conversations with peers are where most of the value is, and those happen in person. Booking early keeps travel costs down, so it would help to hear back by [DATE].
Thanks for considering it.
[YOUR NAME]
