ALIA National Library & Information Technicians Conference 2009
Learning and Development Proposal

To: <manager name>

From: <your name>

Date: <insert date>
Subject: ALIA National Library & Information Technicians Conference 2009
I would like to apply to attend the conference taking place 15-18 September 2009 in Adelaide The conference will enable me to attend a number of sessions that are directly applicable to my ongoing work and the <project(s) you are working on> project. The presentations are focused on the practical needs of the LT professional, including technology overviews, how-to sessions, hands-on workshops, and other ways to help attendees make effective use of newly learned skills in the workplace. As well as this, I will be able to network with a number of information industry practitioners and to visit the trade exhibition in order to meet with and look at products such as <name specific products interested in> from preferred industry suppliers.

With a focus on professional development which keeps my job knowledge and skills current, this learning and development proposal aligns with our organisation’s commitment to its employees and customers by maintaining standards of practice and through continuous improvement of skills, attributes and knowledge.

Conference Program

I plan to attend the following: 
<Review the online provisional timetable at http://conferences.alia.org.au/libtec2009/to create a personalised listing that maps your organisation’s current business objectives and your own career goals. Select the sessions that match, highlight them on the program and attach to your proposal in support of your application. Remember that management decisions will be based on how your attendance at the conference will directly impact on your work, your department and/or your organisation>
I chose each of these presentations because it is directly related to an issue we are dealing with, or because it has application in my daily role. I have highlighted the seminars that I will attend. 
Trade Exhibition

Of the many exhibitors, I plan to explore the services and products on the stands of the following vendors: <Bulleted list, supplemented with very brief objectives>.
Satellite Sessions
Specifically, I plan to attend the following sessions <name them> which will be conducted on <insert day and date>
I am requesting <date> to <date> for conference attendance, including travel time, <plus # recreation days>, for a total of # work days away. My anticipated return-to-work date would be <date>.
During my absence, I propose <describe your usual work coverage plan for scheduled absences> <Or if co-workers plan to attend as well :> I propose we have a meeting to determine the best work coverage and contingency plans for those attending the ALIA National Library & Information Technicians Conference 2009.
I am seeking support for the <registration fee, travel expenses to the conference and living expenses, and/or paid leave> during the conference. I am willing to travel on Sunday to attend optional Monday satellite sessions and the themed library tours being conducted prior to the start of the conference, because they have relevance to my daily work.   

The ALIA National Library & Information Technicians Conference 2009 offers great return on investment, with a stimulating and challenging program reflecting the themes, Technology- Technique-Unique  The academic program features leaders in their fields of expertise and provides an opportunity for the sharing of experiences, innovations and knowledge and can be viewed at http://conferences.alia.org.au/libtec2009/
The total training expense for the satellite sessions, conference, trade exhibition and social activities is $<calculate costing as per registration brochure>.  The detailed cost breakdown is listed in the paragraph below.

<The numbers in brackets below will need to be adjusted to reflect the current pricing.  The travel costs vary as well and should be changed to reflect your costs.> 

The registration cost to attend is $<calculate costing as per registration brochure>; accommodation is estimated at $<calculate costing as per registration brochure> If I was able to share accommodation with a colleague, it would reduce the total cost by $<calculate costing as per registration brochure>.

Here is an approximate breakdown of conference costs:
Airfare:  <add flight expenses if applicable>
Transportation:  <add actual, or estimate c. $25 taxi ride one-way to airport, Skylink airport bus to CBD shuttle $15 one way or $24 return (2 trips)>
Accommodation:  <add actual, or estimate based on c. $110 to $330 each night stay>
Meals: <add actual, or use recommended average $ per day stipend>
Conference Fee:  <add actual according to fee table, try to utilise early bird discount registration rate>
The total travel costs are <add your estimated figure>.  Adding this to the conference fee, there is a total conference cost of <add your estimated figure>. 

The opportunity for me to develop better contacts with industry experts and to gain knowledge in specific areas of <your areas of interest> makes my attendance at this conference a practical investment, which will establish a network of peers and will lead to improved work practices.

I will submit a post-conference report that will include a brief seminar summary, major takeaway concepts, techniques or tips, and action items for each of the sessions that I attended during the conference. In addition, I will circulate the conference proceedings and am prepared to give brief presentations to colleagues or other groups as required.

I look forward to your reply.

Signed:
