The following provides a basic template that can be used to solicit employer support for attending an ASCE conference or other event. This letter uses the example of a Younger Member Council, but you could easily revise it to apply to the Annual Conference, the Younger Member Leadership Symposium, or Section/Branch Conferences.  Areas that you may want to change and/or add more specific detail are highlighted, and suggestions are provided in italics for what you might add.  It is always good to personalize correspondence as much as possible, to provide your employer with an understanding of your involvement in ASCE.    
<Date>
Dear <President/Manager>,
I am requesting your support for my time and effort to attend the American Society of Civil Engineers (ASCE) <Eastern Regional, Central Region, or Western Regional> [Select the appropriate YMC – Regions 1, 2, 4, and 5 are Eastern; Regions 3, 6, and 7 are Central; Regions 8 and 9 are Western.] Younger Member Council meetings in <City, State>.  The meetings are scheduled for <date range>, which will require me to be out of the office from <date range>.  At this time, I expect to be working on <…> [Insert details about what work/projects are anticipated for this time frame.  Be sure to acknowledge your work will not be compromised by conference attendance.];  I will ensure all deadlines will be met and the project deadlines will not be adversely affected.  

Participating in ASCE and attending this leadership conference will enhance my professional skills, earn professional development hours, and allow me to develop my leadership potential – which, in turn, will benefit our <company or department> as I work with co-workers and clients.  Some of the topics to be presented include: <…> [List some of the actual topics from the agenda, such as Mentoring, Leadership, Sustainability, Chairing a Top Notch Meeting, Personal Management, etc. and consider attaching a draft agenda.] In addition, my involvement with ASCE locally, regionally, and nationally helps to market <company name> and provides contacts for potential work.  

The total cost to attend this conference is approximately $<cost>.  [This letter assumes the attendee is a reimburseable, voting delegate to the YMC.  You will need to revise if this is not the case.  If the Section/Branch is paying for a portion of the expenses, mention it as well.]  ASCE is subsidizing this opportunity by paying for airfare and a portion of my hotel expenses.  However, I am requesting your support for the time (<dates>) and <other expenses> [describe other expenses, if you wish to include them in your request] to attend this conference.  If <company> would sponsor my attendance at this conference by allowing me to bill <number> days to <training/conferences/marketing> [Select the appropriate task and code based on your company’s policies.], it would greatly be appreciated.  

I look forward to discussing this with you further, and sharing what I learn upon my return.  [You could offer to host a “lunch and learn” or other event to pass on your new knowledge.]  If you have questions about the benefits of involvement in ASCE, feel free to contact <name/position at phone and email>.  [Provide a contact/reference such as a CYM Member, CYM Corresponding Members, or Section/Branch leaders. Make sure you ask this person if they are willing to speak to your supervisor.]  
Sincerely, 

<Name>
