INTEROFFICE MEMO

[Date]
I am requesting that I participate in the 2011 Society of American Foresters National Convention.  It will be November 2-6, 2011 in Honolulu, Hawaii. 

This is a educational opportunity to learn from peers and gain continuing education training. There are more than 200 sessions scheduled as well as technical tours, new technology presentations, and much more. There will be specific sessions that I can directly apply to our work including:

[Include specifics applicable to your needs]

These and other sessions will give me informative take-a-ways that we can use to address projects and issues we are facing. Although we might be able to get research and information in other ways, nothing replaces the value of face-to-face interaction. 
The full price conference fee is [$xxxx], but I can get a discount if I register before August 27.

Because this is such a great opportunity, I am requesting assistance for registration, travel and lodging. Here are the anticipated costs.

Travel: 
[$xxxx]
Transportation: 
[$xxxx]
Lodging: 
[$xxxx]
Meals: 
[$xxxx]
Registration: 
[$xxxx]
Despite the costs associated with attending, this unique event will be well worth the investment. I have attached some more specifics that may help give you a better picture of the full event.

I hope you will consider allowing me to attend. 
Thank you in advance,
[your name]
