Dear (Manager’s name),
 
I’d like to attend GitHub Satellite, a product and community conference in Berlin on May 22-23. This year, attendees will explore the connections between developers—and how those connections can help us turn ideas into innovations.

Attending Satellite will give me an opportunity to network with similar teams, gain new practical skills, and learn methods to improve my performance, including skills and contacts I can share.

I would be joining 600 developers, executives, and industry leaders from around the world. Past attendees have included professionals from the likes of Amazon, Robert Bosch GmbH, HSBC, Zalando, Cisco, Heroku, Travis CI, and Fujitsu—and I’ll have a chance to learn from challenges and successes of leaders from companies like these. 
 
[Optional: insert your projects below]
Attending Satellite will help me move these projects forward:
              	- [add project or initiative]
              	- [add project or initiative]
              	- [add project or initiative]

On May 22, there’s a hands-on Workshop Day that will give me a productive space to explore and solve the challenges specific to [Your company name]’s tools and workflows.
 
Here’s the approximate breakdown of costs for me to attend Satellite 2019: 
· Registration fee for Conference Day and Workshop Day: €[check for current registration price]
· Airfare: [insert current rates to/from Berlin]
· Transportation between airport and hotel: ~€0
· Hotel (2 nights):
·  3-Star Hotels: €0–€0/night
·  4-Star Hotels: €0–€0/night
·  5-Star Hotels: €0–€0/night
· Meals (2 days at €0): €0 (some meals are included with the registration fee)
TOTAL: €(0)

[Optional: add your contingency plan below with who will cover for you.]
Ex: For the two work days I’m gone, [NAME will cover PROJECT, and NAME will handle PROJECT.]
 
I can’t wait to share my experience with our team, and I’d be happy to share a post-conference report with major takeaways and best practices if I’m able to attend.
 
Thanks,
[Your name]
