Request to Attend Apartmentalize 2026 – Memo Template

From: 	[Your Name]
To: 	[Supervisor’s Name]
Re:	Hoping to Attend Apartmentalize 2026

I’d like to ask your approval to attend Apartmentalize, powered by the National Apartment Association, June 17-19 in New Orleans.

Apartmentalize offers the most professional development opportunities, including education sessions, of any rental housing industry event in the country. I believe that attending will help me be a more effective [job position] and a better asset to [company name]. Here’s why: 

1) I will deepen my expertise and understanding of the industry. There are over 90 education sessions covering all aspects of our business. I’d like to learn more about [list general topics of interest, or relevant session track(s).] [Explain the relevance and value to your company of what you hope to learn.] 

2) [If you hold NAAEI credentials, add]: I can earn up to 8 continuing education credits (CECs) toward my NAAEI credentials: [name credential(s)].

3) I’ll meet exhibitors and learn about new products and services for our company and properties. The NAA Exposition has 650+ exhibitors, so I can save us a lot of time in sourcing partners/solutions for [name a project or goal—such as digital marketing —or a category of product/service that you are in need of, such as security systems]. 

4) [bookmark: _Hlk207359912]With 15 hours of networking opportunities in the schedule, I can make valuable industry connections that could lead to referrals, new partnerships or hires and better problem-solving (through conversations at the show) for our company. Most attendees are management level or above.

5) I will share a recap of my takeaways with the team within two to four weeks of my return. I understand that you would be making an investment in me, so I’ll be sure to use what I learn to improve our operations and support our goals.

A rough estimate of the costs: 
 
Registration: $[Fill in applicable rate] if I register by [deadline for lowest rate]
Transportation: [Airfare, mileage, taxi/car service, etc.]
Hotel: [Attendee discount rate] 
Meals: [Calculate based on your company’s per diem guidelines.]
Estimated Total: [total amount]

Thank you for considering this, 
[Your Name and Title]
