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THE WAY UP

Developing Women Leaders to Enhance Iowa Higher Education

Making the Case to Attend: Sample Memo

2019 - The Way Up: Cultivating a Culture of Women Empowering Women in Higher Education

 Are you interested in attending the 2019 The Way Up Conference? Use and tailor this sample memo to request permission within your organization. This document outlines the benefits of attendance, both to you and to your organization. 

* * * * * * * *

TO: [SUPERVISOR NAME]

FROM: [YOUR NAME]

DATE: [INSERT DATE]

SUBJECT: Approval Request for attending The Way Up Conference

I am writing to request approval to attend The Way Up Conference, a professional development event designed to assist women in higher education institutions as they continue to develop their leadership and administrative skills and expertise.  This year the conference is taking place November 7-8, 2019, in West Des Moines, Iowa.

The Way Up Conference offers a comprehensive educational and networking experience for faculty, administrators, staff, post-docs and graduate students in Iowa higher education.  The Conference is specifically tailored to address issues, concerns, and topics specific to women in higher education and is strategically located this year in West Des Moines. The conference features speakers and workshops from fellow women leaders in higher education throughout Iowa.  Several of the Keynote speakers will be national experts in higher education.  
The opportunity to participate in conference sessions, alongside higher education professionals with a deep, first-hand knowledge of related experience and challenges, will serve to broaden my horizons and professional network of advocacy. Faculty, staff, administrators, and students are all gathered at this unique Iowa conference collaborating over content in 16 sessions which offer benefits such as technical roadmaps, insights from women leaders in higher education, and problem solving discussions to advance our journey, whatever the path we’re on.

Attending The Way Up Conference will help me perform my job more effectively and reach key learning objectives. Specifically this year’s conference delivers content that will help me to:

[INSERT items from the particular list unique to the sessions you plan to attend that will aid in your position.]

The knowledge and skills I will acquire will be immediately applicable to my current projects such as:

[INSERT current projects unique to your institution, mission, and objectives]

You can see the full Conference offerings at www.wayup-iowa.org 
Below is my preliminary proposed agenda:

[INSERT sessions and your proposed schedule at the Conference]

The cost of registration is [DOLLAR AMOUNT] and includes all educational sessions, keynote speakers, meals, and all networking opportunities over the two day seminar. The following is an estimate of additional conference costs:

Mileage: [INSERT DOLLAR AMOUNT]

Ground Transportation and Parking: [INSERT DOLLAR AMOUNT]

Hotel: [INSERT DOLLAR AMOUNT]

Total Cost to Attend: [INSERT DOLLAR AMOUNT]

This conference represents over 12 hours of real time continuing education in the area of academic, faculty, teaching and learning development; student services/services for students, administrative/leadership development, and professional and personal growth and development. Upon my return, I would be happy to share out a conference report of my activities and ways this experience will enhance my position and work.

Thank you for considering supporting my attendance at this important professional conference.

Kind Regards,

[YOUR NAME]
