Letter to Supervisor

Date > 
Dear < supervisor’s name >,

I would like to attend the C.A.S.H. 33rd Annual Conference and Trade Show, February 20-22, 2012 which is the premier event for school facility professionals.  During these continuing challenging economic times, it is more important than ever to be “in the know” about current funding opportunities, as well as the status of federal and state programs, current and future state bond funding, emerging industry trends such as “green” schools, and new laws and regulations that could have serious consequences for our < insert company, school district or county office of education here > and the school facilities community. Other critical industry issues our < insert company, school district or county office of education here > must also stay current on include the status of M&O funding and programs, school construction best practices, and planning and fiscal management. 

The conference will enable me to attend a number of education sessions that are directly applicable to my work and will allow me to network with a variety of school facility experts and state agency partners. One of the highest quality and premiere venues in the state is the Annual C.A.S.H. Conference on School Facilities. In addition to Speaker Sessions and Roundtable Discussions, this year there will be over 35 workshops on school construction, fiscal management, architecture, high performance, maintenance and operations. 
I am seeking approval for the registration fee, travel expenses to the conference, and living expenses during the conference. A detailed cost breakdown is included below.

After reviewing the conference brochure, I have identified a number of education sessions which will allow me to gain knowledge and understanding about how we can improve our school facilities processes. The presentations are facilitated by industry experts from both the public and private sector and the topics are relevant to the challenges we all face.  Getting the information in a seminar format will greatly reduce the research time and costs the < your organization’s name > would normally incur in researching the topics. Incidentally, I have only listed some of the seminars that I will attend. Including them all would make this memo much too long.

< You will need to insert the session descriptions which most apply to your responsibilities. > 
< The numbers in brackets below will need to be adjusted to reflect the current pricing. All registration fees are listed on the conference registration form. The travel costs vary as well and should be changed to reflect your costs. > 
The full price conference fee is <$xxxx>.
< You will need to insert your travel cost numbers in here >
Here is the breakdown of conference costs:
Roundtrip Airfare: <$xxxx>
Transportation: <$xxxx>
Hotel: <$xxxx>
Meals: <$xxxx>
Conference Fee: <$xxxx>
The total costs associated with attending this conference are: <$xxxx>.

The opportunity for me to develop better contacts and gain knowledge in specific areas of school facilities makes my attendance at C.A.S.H. Annual Conference and Trade Show a wise investment, which will yield rich dividends for < name of your organization >.
Sincerely,

< your name here > 
