To: [Recipient] 
From: [Sender] 
RE: Exacter Smart Grid Readiness and Overhead Distribution Reliability Conference 
I would like to attend the 2010 Exacter Conference February 10 & 11 in Columbus, Ohio; it’s the best way to ensure we’re getting the most from our GIS investment and will improve our Smart Grid deployment success. 
This two‐day conference offers insightful presentation sessions from noted utility experts like Paul Feldman, Board Chairman of the Midwest ISO, and Richard Brown, SVP of Quanta Technology, research professors from The Ohio State University, technical workshops, laboratory demonstrations, and case studies presented by utility managers on proven methodologies for overhead distribution reliability and Smart Grid deployment success.
Utility professionals from large and small companies in the U.S. will be attending. This will provide a unique networking opportunity with industry peers and technical leaders, alike.  This will allow me to build my network of people I can call on to discuss specific equipment failure issues.  The course offers 1.5 CEUs directly from IEEE which supports my PE license requirements for continuing education and speaks to the quality of the conference.  I will also receive the book Electric Power Distribution Reliability, Second Edition, written by Richard Brown (conference speaker) a well-known expert on the issues surrounding the improvement of distribution systems and managing SAIFI/SAIDI.
To get the most out of what we have during these times, I think it’s most important for us to learn firsthand from other successful strategies. These are three projects that could benefit: 

[project or initiative] 

[project or initiative] 

[project or initiative] 

I’m looking at ways to reduce expenses including complimentary registration, special hotel and airfare rates, ride sharing, and meals with vendors—yet, here’s an approximate breakdown of conference costs: 
Registration: $995 

Airfare: $500 

Transportation: (round trip shuttle from airport to hotel) no charge 

Hotel: (two nights at $200) $400 

Meals: (during travel only, most meals included in the conference registration fee) $100 
Total: $1,995 
I’ll submit a post conference summary including a set of recommended actions to further our SAIDI reduction initiatives. I’d also be more than happy to share relevant information with different staff members and departments. 

Thank you for any consideration you give this, and I look forward to your reply. 

[Signed]
