
 

 

 
 

 

 

 

 

 

 

 

 

 

Dear << supervisor's name >>: 

  

I’d like to request your approval to attend the Solar Business Festival (SBF) coming up November 29 -30, 

2017 in Austin, Texas. SBF is the leading solar conference and trade show that focuses on Texas markets 

and provides a significant business platform for knowledge sharing, connectivity, marketing, and sales. 

 

The event brings together manufacturers & suppliers, distributors, service providers, installers and 

integrators, energy consumers & prosumers, project developers/EPC contractors, investors and analysts, 

system integrators, government officials & policy makers, utilities, research institutes, architects, and PV 

equipment & materials companies. The SBF conference features a wide variety of sessions on microgrids & 

energy storage, project financing, PACE programs, power purchase agreements, sustainable buildings, 

smart grids, solar initiatives & innovations, utility integration, community solar, policies, incentives and 

goals, market growth opportunities, regulatory framework, international solar market 

opportunities/challenges, sustainable farming, and more. The SBF trade show is a B2B, B2C, & B2G 

format in an exhibition hall and focuses on connecting exhibitors with potential clients, business 

networking, and marketing. 

 

During SBF 2017, I will have access to: 

 

 More than 25 sessions, many of which are tailored to my specific interests and job responsibilities. 

 A network of peers, with whom I can discuss challenges, strategies, and ideas for improving our 

practices. 

 8 co-located events under the umbrella of Texas Solar Business Week: Powered by the Solar 

Business Festival. 

 Companies in the exhibit hall, that can provide products and services to help our department 

function more effectively. 

 Critical information and handouts, which I can bring back to our company. I’ll also have the chance 

to understand the latest trends from industry leaders and guest speakers. 

 Take advantage of one-on-one meeting opportunities with prospective industry leaders and 

government officials. 

  

In addition, I think that this would be a great opportunity to pick the brains of the senior-level attendees 

during the many networking opportunities that they offer. 

 

After reviewing the event areas of focus, I have identified several topics which will allow me to gain 

knowledge and understanding of how we can improve. I am specifically interested in the <<insert track 

names here>> and believe that the information covered will benefit the company and myself. 

 

I am requesting approval for travel and registration expenses.  Below is an estimate of the costs 

associated with this event: 

 

Airfare: $[xxx] 

Transportation (taxis, shuttles): $[xxx]  

Hotel: $[xxx]  

Meals: $[xxx]  

Conference fee: $[xxx] 

 
The total costs associated with attending this event: <$xxx>. 

  

 



 

The opportunity for me to develop better contacts and gain knowledge in specific areas of <your area of 

expertise> makes my attendance at SBF 2017 a wise investment that will yield rich dividends for <name 

of your organization>. Other staff members in our organization will also benefit as I can meet with the 

team when I return to relay recommendations/action items. I will also pull together an actionable Post-

Event Report for your review. 

 

Please accept this proposal to attend, as I’m confident in the significant return we will receive for the small 

investment. 

 

Thank you for your consideration. 

 

Sincerely, 

 

<your name here> 

 


