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Memo to:​​​​​​​​​​​  (Supervisor’s name here)     

Re: GSA Training Conference and Expo 2012, San Antonio, TX; 
May 15-17, 2012
 

This is to request approval for travel expenses to cover my attendance at the GSA Training Conference and Expo this coming May in San Antonio. Attendance is free and the conference includes over 200 training classes covering a range of critical topics for governmental acquisition professionals.

 

The conference provides an opportunity to fulfill my annual continuing-education requirements by earning CLP credits chosen from over 200 training classes, while deepening my knowledge and expertise. There will be instruction on the latest technological advancements and state-of-the-art systems that can be applied in my work, as well techniques and best practices that can enhance my overall professional growth.

The conference instructors are all federal training experts, and training topics include:

 

· Green Solutions and Best Practices 

· Customer Solutions 

· Product and Service Solutions 

· Technology Solutions 

· Travel, Transportation and Personal Property Solutions 

· Building Solutions 

· eTools 

· Business Support. 

 

I believe my attendance at the GSA Training Conference and Expo 2012 would provide new skills and knowledge that will enhance my job performance and contributions to our team.  

 

Thank you for your consideration.

