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 one of the largest gatherings of meeting and event planners in the industry, and for a [hotel / venue / destination] that depends on group business, it's a chance to spend a full week with the people who send us RFPs.
[If we're a current Cvent customer: We've used Cvent since [YEAR] for [e.g., our Cvent Supplier Network profile, RFP management, and event diagramming].]
Nearly 5,000 people attended the conference in person last year. These buyers source more than $20B in group business each year. The planners in the room are actively booking, and I want us to be part of those conversations.
Here's what I'd bring back:
Relationships with planners. Between the trade show, sessions, and networking events, I'd meet planners who book [our segment, e.g., corporate meetings in our region] and follow up on conversations that are hard to start over email.
Insight into how planners source venues. More planners are using AI tools to find and shortlist properties. I want to understand what that means for how we show up, how quickly we respond, and how we build proposals.
Better use of the tools we already pay for. Training and in-person time with our Cvent account team would help us get more out of [e.g., our Cvent Supplier Network listing and RFP responses] and turn more leads into bookings.
Ideas from other properties. Hearing how other hotels and venues handle [e.g., response times with a lean sales team] usually gives me practical ideas we can use right away.
I'd focus my time on these priorities:
[Priority, e.g., growing group business in our shoulder season]
[Priority, e.g., ways our team can use AI to be more efficient]
[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

After the conference, I'll share a short summary with the planner contacts I made, what I learned about how sourcing is changing, and two or three changes we can make to win more group business.
Booking early keeps travel costs down, so it would help to hear back by [DATE].
Thanks for considering it.
[YOUR NAME]
