Dear <insert supervisor's name>,
I would like to attend the 2024 NAGARA Annual Conference, to be held in Atlanta, Georgia, July 16-19, 2024.
Information management professionals are charged with safeguarding and making available publicly owned information. We carry out our duties in an ever-changing environment. What we took for granted ten, five, or two years ago is frequently overtaken by new technologies, methodologies, processes, and opportunities.
Attending NAGARA’s Annual Conference will enable me to participate in a number of educational sessions (over 30 to choose from) that will apply directly to the work of our organization. It will also allow me to network in person with a variety of government records and archives experts and colleagues at all levels of government and from across the country. Many of the presentations are tailored to the <Insert your primary function here, i.e. regulatory administration and policy, legal and enforcement, etc.> and give information on how to <insert benefits/lessons here, for example: improve efficiency, maintain integrity and transparency, understanding trends in the regulatory area, etc.>. I am seeking funding for the registration fee, travel expenses to the conference, and lodging. A detailed cost breakdown is included below.
After reviewing the conference schedule, I have identified a number of educational sessions which address the specific needs and challenges we face and will provide helpful information on how we can improve and enhance our mission. The presentations are facilitated by experienced government archives and records management professionals from across the country, and many others with unique perspectives on managing government archives and records. Gathering this information in a live session format with knowledgeable professionals will greatly reduce the research time and costs that <your organization’s name> would normally incur in researching and learning more about these topics. I have only listed some of the sessions that I plan to attend with this request. Including them all would make this memo much too long.
<Insert the session descriptions which most apply to your responsibilities.>
As noted before, I have also included for your review a breakdown of approximate costs to attend the 2024 NAGARA Annual Conference, as well as a features and benefits worksheet that specifically targets our current needs, indicating how attending this event can help provide the information, resources and support we need to fulfill our mission of managing government records.

This year’s conference is designed to help unite us as a profession, and together re-ignite our imaginations. It promises to re-energize attendees from across the nation in our common goals: to ensure citizens' access to government records and guarantee that permanently valuable records are properly archived and made available to future generations. The opportunity for me to develop better contacts and gain knowledge in specific areas of <your area of expertise> makes my attendance at the 2024 NAGARA Annual Conference a wise investment, and I look forward to hearing your response regarding my proposal to attend.  
Sincerely,
<your signature here>
<your name here>

<your title here>

2023 NAGARA Annual Conference 
Estimated Cost of Attendance
	Full Conference Registration
	$

	Pre-conference Workshop(s) Registration (optional)
	$

	Airfare 
	$

	Lodging at host hotel (which includes breakfast)
	$

	Ground Transportation: Airport to Hotel and return
	$

	Mileage Reimbursement
	$

	Parking Reimbursement
	$

	Food Per Diem
	$

	Subtotal
	$

	   Number of employees going
	

	TOTAL
	$


2023 NAGARA Annual Conference Benefits

	Benefits
	Specific Needs and the Conference Sessions that Meet those Needs

	Networking Benefits
	

	Team Development
	

	Current Practices
	

	Future Practices Exploration
	

	Current Tools and Technologies
	

	Future Tools and Technologies Exploration
	

	Current Processes
	

	Future Processes Exploration
	

	Vendors with Tools and Resources to Explore
	


