[Your Boss/Direct Manager Details]

Dear

RE: Attending AIDF Aid & Response Summit at UNCC in Bangkok  

Please consider approving my request to attend AIDF Aid & Response Summit taking place at United Nations Conference Centre in Bangkok on 16 – 18 June 2015. The Summit on Aid & Response covers three interlinked topics over three days:

· 16 June: Mobile for Development (mobile communication for disaster relief, financial inclusion, cash transfers, m-health, m-learning)
· 17 June: Disaster Resilience (DRR, early-warning systems, flood control, GIS, data & knowledge management, community health & resilience)

· 18 June: Aid & Response Operations (procurement, operations, logistics, emergency communications)
Attending this conference will be a great opportunity for me to examine the implications how technological innovations and best practice can improve aid and development work in Asia-Pacific, especially with regards to building resilience to disasters and climate change, enabling quicker, safer and better emergency response, and ensuring more effective aid delivery and community engagement. The summit is gathering 400 senior representatives and advisors from regional governments, investors, military & defense, UN agencies, NGOs, research institutes and the private sector.
The specific objectives of this summit are:

- to showcase expertise, approaches and innovations by different stakeholders in the Asia-Pacific region;

- to discuss guidelines and regional policy options that support technological innovations;

- to provide an opportunity for knowledge exchange and networking amongst public, private and civil society stakeholders.

I’m looking at ways to reduce expenses through special hotel and travel rates. Here’s an approximate breakdown of my attendance at the event: 

Registration: 

Transportation: 

Hotel (no. of nights at £…):  

Total: 

As part of the conference registration, I will also receive:
-  Access to all sessions and workshops throughout all three days
-  Hot lunches on all days

-  Snacks and drinks all day
-  Invitation to networking drinks reception 
-  Wi-Fi access so I can stay connected
-  Certificate attending the event 

-  Post event materials including power point presentations and event report 
If I attend, I would be more than happy to share relevant information with other staff members and departments. 

Thank you for your consideration. I will look forward to your reply.

Yours sincerely,
[Your Name]

[Your Department]
