Internal Memo

Dear <Name>
I would like to attend the SAS® Forum Australia and New Zealand 2010 to be held on Thursday 12th  August 2010 and associated pre-conference course on [insert date of selected preconference course here or delete reference to pre-conference course if not relevant], at the Hilton Sydney.
This event is widely acknowledged as the premier event for business analytics in the region. I am confident that attendance will improve our ability to leverage SAS resources, leverage return on our investment and produce greater dividends for the organisation.
The event offers a comprehensive agenda with a number of highly relevant presentations, which are well aligned with the priorities of our department and tasks of current focus. These include [insert your department priorities and current tasks here].
Of particular interest are the following sessions [List Top 3 Sessions here] 
The ability to schedule private briefings onsite with SAS experts will prove of great assistance in [insert reasons here or Delete if not relevant].
Great value is gained by attending Pre-Conference courses as this waives the $495 cost of attending the Forum itself. These courses [Add course name/s here] will accelerate my ability to address our priorities and tasks and contribute to my personal development plan. [Delete if not attending Pre-Conference courses].
Over 1,000 people will attend SAS Forum this year, which guarantees an environment conducive to networking and collaboration. The best practice insights, tips, hints and recommendations I’ll gain from the greater SAS user community will result in a useful and actionable presentation to our team following the event.
Here is a complete breakdown of costs for attending the SAS Forum:


Forum Fee: 
$ [xxx]

Pre-conference course
$ [xxx]
Airfare:   
$ [xxx]
Transportation:
$ [xxx]
Hotel: 
$ [xxx]
Meals: 
$ [xxx]    

TOTAL:  
$ [xxxx]
Following, is additional information about the event for your perusal. [Attach brochure/agenda] I trust you are equally confident the business will gain even better results from our investment by attending and I am looking forward to your approval.


Thank you for your consideration.

[Your name]

