Annual Meeting Ammo Memo
For members

Dear [SUPERVISOR NAME],

I’d like to request permission to attend the Association of Corporate Counsel’s 2010 Annual Meeting in San Antonio in October.

The meeting offers me a great opportunity to take care of my education requirements for the year and I’ll also be able to hear about what’s on the horizon that we’ll need to address or at least be aware of. Also, top legal industry vendors will be there and we may need them going forward.

It takes place October 24-27 in San Antonio and it only costs $1,400 (not including travel and hotel.) (Airfares are relatively affordable right now, I can update you on what I can find.)

By going to this one meeting, I won’t have to go to multiple events throughout the year to get my CLE/CPD credits which would add up to much more time out of the office.

Attending the meeting will be beneficial to our department and company. I would like to register soon in order to start making travel plans early enough to save us money. Please let me know if you would like to discuss anything in further detail. 

Thank you,

[YOUR NAME]
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