Sample Memo

To: [insert name of your manager/supervisor]
From: [insert your name]
Subject: CA Higher Education Sustainability Conference  
The CA Higher Education Sustainability Conference is being hosted by Los Angeles Community College District and held at Los Angles Trade Technical College, June 20th-June 23rd, 2010. I have reviewed the conference website and feel [insert school name] and I can benefit from attending.
The CA Higher Education Sustainability Conference highlights proven best practices in campus operations, business services, and curriculum from colleagues at peer institutions.  Few other conferences focus solely on proven successes and none other than this event focus solely on sustainable practices at CA Higher Educational Institutions.
The conference is organized through a steering committee with representatives from the California Community College and California State University Chancellor’s Offices, The University of California Office of the President, and the Utility Companies based in CA, ensuring the high quality of the event and a strong connection to statewide policy initiatives. 
If given the opportunity to attend, I can accomplish a great deal that will benefit our organization.
[Explain what you plan on learning/gaining from attending the conference, plus any of the following talking points that will strengthen your points.  It is best to tie your argument in with existing or upcoming programs that you are working on or hope to work on in the future.]
The CA Higher Education Sustainability Conference provides an opportunity to build relationships with campus staff, faculty, and students that are taking a leadership role in implementing energy efficiency and sustainability measures on their campus.   Through the regional focus on California campuses, I am ensured that I will build relationships with colleagues that I can continue collaborations with throughout the year. 
The speakers and topics selected for this conference are chosen for their applicability to campuses in California.  All practices presented on at the conference have already been proven effective within a typical campus budget and within the particular regulations and restrictions that CA campuses must work within.

This is the first year that a Community College District has hosted the conference

Over 70 campuses in California have attended the conference in the past including all University of California Campuses and 21 of the 23 CSU campuses.  

I am going to learn about [insert list of best practices] that I can adapt for our campus.

Additionally, I am going to look for a solution for [insert problem]. 
Having more than 50 different product and services vendors in one place at one time can streamline my efforts to learn about new products and services that will improve the efficiency and quality of my projects. I plan to visit with [insert number] vendors to discuss [insert issues you plan to discuss]. 
 [If you have been asked to present a session during the conference, consider explaining the importance of sharing your best practices with other institutions and increasing recognition for your campus (raise awareness of your campus’ role as a leading institution, you will be able to highlight speaking opportunities on future grant applications to show that the project is being recognized)

I will collect information at the event that will be useful for [name of your department]. [Offer to prepare a report or deliver a short training session to those unable to attend, if multiple are attending discuss which tracks each of you will attend and how you will share information.  This is a great place to mention that we have 16 simultaneously-run educational events at the conference hence there is too much information for one person to take in all the information available.]
The conference fee is [insert the fee applicable to you]. We receive a [insert discounts applicable to you] discount as a benefit of [insert reason for the discount]. There are very inexpensive housing options negotiated by the conference host, LA Community College District.  [Insert your plans for housing].  Due to the event being in Los Angeles, it is also very inexpensive to travel to the conference. [Insert estimated travel costs].

Taking into account registration, travel and housing, I estimate the cost to be [insert estimated investment]. [You might also demonstrate the conference’s value by offering to split the costs of attendance or seeking funding from a second source.] 

I believe this will be a critical investment for [insert organization name] and a productive use of my time.

Thank you for your consideration. I will await your approval.
Regards,
[Insert your name]
