Re: 2010 International Spectrum – March 12th-15th, 2010 – Denver Colorado

 

Dear

 

I would like for you to consider approving my attendance at the above-mentioned conference. I attach the conference agenda and have - in this memo - briefly outlined the direct business benefits to the firm of my attendance. If anything needs clarification or elaboration, please let me know and I will be happy to provide additional detail.

 

I appreciate that my attendance will represent a considerable investment in terms of time and money so you’ll also find a breakdown of expected costs and my plan for keeping the expense to an absolute minimum. You’ll also read my plan for providing you and the team with a full post-conference report to ensure we get maximum value from the investment.

 

The International Spectrum Annual Conference is a one-of-a-kind opportunity for the IT department to learn from the leading practitioners in the sector. The event is in its 29th year and regularly attracts end users, vendors, and consultants that would benefit companies like ours.

 

This year’s event is especially important because in such changing economic times, we need to learn how to best respond.

 

No other conference provides the quantity and quality of educational and tactical programming that will be presented by this Annual Conference.

 

The conference is an intensive 4-day program of plenary education and specific hands-on learning sessions that are designed to be immediately actionable back at the office.

 

Below, I’ve outlined some of the immediate IT challenges that we’re currently facing. Alongside you’ll find the conference sessions that I believe will help give us the solutions:

 

1. We need to reduce IT costs.

a. Insert session detail

2. We need to extend the ROI of our IT report and business intelligence gathering.

a. Insert session detail

3. We need to learn directly from other companies on how they are effectively implementing new solutions and strategies.

a. Insert session detail

4. We need to generate speed up our IT implementation and save time in business practices.

a. Insert session detail

5. We need to gain ground on our competitors.

a. Insert session detail

 

Other benefits:

· My attendance at this conference enables us to:

· Learn examples of successes delivered by speakers from other companies <specify>

· Develop more revenue from existing and potential clients

· Get up-to-speed on new technologies and tools that we’re not using nor have fully evaluated.

· Help us reduce costs and “do more with less”

· Ensure that we avoid costly mistakes: Candid sessions will help us repeat costly marketing mistakes made by other firms

· Learn how to maximize the value of our existing initiatives.

· Obtain best practices. Many of the sessions are geared towards benchmarking best practices. My attendance and report means that we can get a clear picture of what the competition is doing.

· Evaluate vendor contacts. The LMA Annual Conference showcases more than 60 vendors who have tools that I can evaluate for potential future use, or can help me control and reduce costs. The Annual Conference will be my “one-stop shopping” experience for solution provider evaluations saving time out of the office and the expense of attending multiple conferences. I’ll also get insight from these vendors as to what tools the competition is using.

 

Full post-conference report

Should you agree to send me to the conference you can be assured that within 2 weeks of my return I will provide you and the team with a full post-conference report / meeting outlining the specific lessons learned and my recommendations.

 

Expense

The cost breaks down as follows:

 

	Conference Registration* 

 
	$ 
	Lodging 
	$ 

	Workshop Registration*

 
	$ 
	Evening Meal 
	$ 

	Materials Fees 

 
	None 
	Transportation to / from Hotel 
	$ 

	Flight

 
	$ 
	Total 
	$ 


 

*Conference Registration Fee includes materials, breakfasts, lunches and all post-conference receptions

 

I believe that the specific benefits to us of my attendance at this year’s conference represent an appropriate use of our training budget. I am confident that my attendance will pay dividends and I will work tirelessly to ensure that they do.

 

I would like to spend some time with you in the next few weeks to find out what your requirements for my attendance would be and ensure that your expectations are met.

 

I very much appreciate your consideration of my request. If you require any further information at this stage, please let me know.

 

Sincerely,

