SAMPLE MEMO
To:

[insert supervisor’s name]
From:

[insert your name]
Date:

[insert date]
Re:

SUGA 2012 Annual Education and Training Opportunity

The SUGA 2012 Annual Education and Training opportunity will be held in Lake Buenta Vista, Florida June 3 - 7, 2012.  I have reviewed the training agenda as well as the list of exhibiting companies and feel [insert your organization’s name] and I can benefit from attending.

If given the opportunity to attend, I can accomplish a great deal that will benefit our organization.

· [Explain the purpose of your attendance, plus any of the following points that will help you to make your case.]

· I am looking for a solution for [insert issue].  The availability of face-to-face communication with a wide range of SunGard Public Sector (SPS) staff can lead to a solution. 

· I plan to meet with [insert name] to discuss [insert issue].

· I am going to evaluate [insert system name] to determine its ability to resolve [insert issue].

· The SUGA Education & Training Event is among the highest quality educational opportunities available.  It is also the most cost effective means of gaining training on SPS applications.

· Given the current economic times building relationships with other SPS customers is key in managing systems.  This event is the premiere opportunity for building and maintaining these professional relationships.

· Having all SPS approved business partners and third party vendors in one location will allow for comprehensive analysis of available system options.
· I will earn professional development credits, adding to the base knowledge of [your organization name]’s [your department name].

· I plan to offset registration and travel costs by presenting a user-led session on [insert session name], and receiving a credit from SPS in the amount of [insert amount].
· The value of four days of training if performed on-site is $4,200.
The registration fee is $410.  We receive a $200 credit from SUGA as a benefit of being a SUGA member.  We will also receive a $100 early registration discount for registering by May 27, 2012.  Taking into account travel and hotel I estimate the total cost of attendance to be [insert amount] (minus the user-led credit}. 
I believe this opportunity will be a great investment for [insert your organization’s name], and a productive use of my time.

Thank you for your consideration.  I will await your approval.

Regards,

[insert your name] 
