To:
From: 
I want to bring my team to Forrester’s CX Forum West, June 29–30, 2026, in San Francisco. Attending this event will help us refine our customer experience strategies, leverage emerging technologies, and optimize our digital and marketing initiatives to deliver measurable business impact.
CX Forum West offers opportunities for our team to gain personal access to industry experts and Forrester analysts, as well as to participate in hands-on workshops and interactive sessions — all designed to turn ideas into action. This year’s focus on driving growth through customer value aligns perfectly with our priorities to create seamless journeys and deliver innovative yet practical solutions for our customers. Sessions will reveal unbiased, evidence-based strategies to accelerate progress and prove impact across CX, digital, and marketing functions.
By attending as a team, we’ll access the following benefits:
· Skill Development: Increase the capabilities of our team while giving members a chance to nurture the skills that most interest them.
· Cross-Functional Alignment: Break down silos and work more effectively across functions.
· Cost Savings: Forrester offers team discounts that allow us to register five team members for the price of four — that’s a 20% savings for our company.
· Career Growth: Learn best practices from other successful leaders and apply their experiences to our priorities.
Here are some of our key initiatives that would benefit from our participation at CX Forum West:
· [Add project or initiative]
· [Add project or initiative]
· [Add project or initiative]
This event will also allow us to meet one on one with analysts, engage with key technology partners, and learn best practices from organizations recognized for customer-obsessed strategies. These insights are critical for improving outcomes and accelerating progress.
Here are the names of the team members (including myself) who will be attending:
• Name
• Name
• Name
• Name
• Name 
I’m currently looking into reducing our expenses, including airfare specials, hotel discounts, ridesharing, and meals with vendors.
Here’s a breakdown of the expected costs with applied team discounts:
· Transportation: $_____
· Hotel: $_____
· Team registration discounted costs (five tickets for the price of four):
· $3,996 for five client tickets ($999 per ticket)
· $4,396 for five non-client tickets ($1,099 per ticket)
· Total cost: $_____
Attending CX Forum West together will enable our team to better align with current trends, implement innovative strategies, and elevate our customer experience delivery. We plan to provide a post-event report summarizing key takeaways, proposed action plans, and insights for cross-functional application within our organization. This ensures knowledge sharing and maximized ROI for our attendance.
Thank you for considering this request. I am confident that this investment will empower us to make data-driven decisions and create customer experiences that set us apart. I look forward to discussing this opportunity with you.
Sincerely, 
[Your Name]
