

Your Name
Alchemy Platform Training Workshop 
Dear Recipient:
I am requesting approval to attend the Alchemy Platform Training Workshop, taking place on September 16-17 in St. Louis, MO.
Attending this event will give me the opportunity to learn employee engagement best practices from Alchemy experts and focus on creating a company culture that drives safety, quality, and productivity. It will also give me a chance to strengthen my technical skillsets with Intertek Alchemy’s training solutions. 
More information can be found here:  Alchemy Platform Training Workshop 

The estimated cost of this trip is $_____, which includes:

· $100 Registration, if booked by July 31, 2025. 
· $____ Airfare
· $____ Hotel Room (__-night stay, $205 rate, plus tax)
· $____ Transportation between St. Louis Airport and the hotel
· $____ Meals on travel days (meals are provided during the workshop)
Following my return, I will provide a summary of the conference, what I learned, and recommended action items.
Thank you for considering this request. I look forward to your response.
Best regards,
Your Name
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