Sample Letter to justify your visit to:
Heat Treat 2025 | October 20-23, 2025 |Huntington Place Convention Center, Detroit, Michigan

REMOVE/REPLACE all bold, red text as indicated in the notes below.
Dear [Supervisor’s Name],

I would like to attend Heat Treat 2025, scheduled from October 21–23, 2025, at the Huntington Place Convention Center in Detroit, Michigan. This conference and exposition will enable me to attend a number of technical sessions directly applicable to my work and provide opportunities to network with leading professionals and experts in the heat treating and thermal processing industry. Many of the presentations are tailored to the needs of a [insert your primary function here – example: thermal processing engineer], and offer insight into how to [insert specific benefits – e.g., improve process control, reduce energy usage, enhance materials performance].

After reviewing the Heat Treat 2025 conference program provided by ASM International, I have identified numerous technical sessions that will help me gain practical knowledge and insight on improving our [insert applicable process or system here – e.g., furnace operations, quenching procedures, material hardening techniques]. These presentations are delivered by seasoned industry professionals who have encountered and addressed challenges similar to those we currently face. Receiving this information—including any available technical papers and recorded sessions—would greatly reduce the time and cost that [insert company/organization name] would otherwise invest in researching these topics independently.

Below are a few of the technical sessions that directly relate to my responsibilities:
[Insert a few of the technical sessions and descriptions which most apply to your responsibilities.]
Here is a breakdown of the estimated costs associated with attending Heat Treat 2025: [Insert your travel costs numbers here.]
· Roundtrip Airfare: $
· Transportation (mileage, parking, taxi, etc.): $
· Hotel: $
· Meals: $
· Conference Registration Fee (early member rate if applicable): $
· Optional Continuing Education Courses (if attending pre-conference training): $

Total Estimated Cost: $[Insert total]

The opportunity to gain hands-on knowledge, discover best practices, and make valuable industry connections makes my attendance at Heat Treat 2025 a sound investment. The insights and skills I will bring back will support our efforts to enhance operational efficiency, improve quality, and stay competitive in the rapidly evolving thermal processing field. I am confident this experience will yield meaningful returns for [insert company/organization name].

Thank you for your consideration.
Sincerely,
[Your Name], [Your Position]
[Your Contact Information]
