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 “Oceans of Opportunities” in Sacramento 

April 21-23, 2010
Return on Investment Toolkit
CWEA wants to make it possible for you to attend this year’s Annual Conference and join your colleagues in Sacramento from April 21-23, 2010! CWEA has put together a toolkit for you to use to show your employer the return on investment that your participation at CWEA’s Annual Conference will have for your agency. No one can predict the future, so the education, training and relationships you are able to build and maintain will be valuable in the upcoming years as you face and move through the challenges ahead. 

CWEA’s Annual Conference will help you discover ideas and tools to take back to your agency.  These ideas can help you deliver results and contribute to your agency achieving its goals! The conference will give you opportunities to make connections with other water and wastewater professionals from around the state and speak directly with vendors who offer the latest technologies and advances in the industry. 

CWEA is providing you with the tools you need to help show your supervisor and agency just how valuable the Annual Conference is! Use this packet of information to help you calculate your Return on Investment (ROI) for this conference. It will show just how valuable the information you receive is. 

General Tips:

· Focus on what you will bring back to your agency by choosing technical sessions

· Offer to prepare and deliver a short presentation with a Q&A to your peers who are not able to attend. Using the Learning Notes to keep track of what you have learned and share any other notes and handouts you receive too. 

· Be ready with a plan of who will cover for you while you are at the conference

· Offer to share a room to reduce room rates or carpool to cut down on mileage costs

· Remember conference deadlines to get the best rates possible!

The BIGGEST tip of all…. Don’t focus on how much you want to go to the conference; focus on what you will bring back to your agency as a return on their investment by sending you!


The ROI Tool Kit includes:

· Conference Expense Worksheet

· Sample Letter to your employer

· Identifying the Benefits to Your Agency Worksheet

· Learning Notes to track what you have learned

Sample Letter to Supervisor 

Dear <supervisor’s name>

I would like to attend the 2010 California Water Environment Association (CWEA) Annual Conference in Sacramento, California, April 21st-23rd.  The conference will enable me to attend a number of technical sessions that are directly applicable to my work and will allow me to network with a variety of experts and colleagues from around the state. Many of the presentations are tailored to the water and wastewater profession and will give me the tools I need in my job. I will also gain valuable contact hours from CWEA, the State Water Resource Control Board and California Department of Public Health to keep my certification(s) current. I am seeking support for the registration fee, travel expenses, and meal expenses.  A detailed cost breakdown is included below.

After reviewing the conference brochure, I have identified a number of technical sessions which will allow me to gain knowledge and understanding about how we can improve our processes. The presentations are facilitated by both industry experts and water and wastewater colleagues who have faced similar challenges and are familiar with industry. Getting the information in a conference format will greatly reduce time and costs that would normally incur in researching the topics. Incidentally, I have listed some of the seminars that I will attend. < Insert here the some of the sessions which most applies to your responsibilities, see pages 22-34 of the conference brochure for a list of technical sessions being offered> 
The conference member discounted registration fee is $425 and is a savings of  $100 if I register before March 26, 2010.
Here is the breakdown of conference costs <add or delete costs as necessary>  
Roundtrip Airfare or Mileage: <$xxxx>
Transportation: <$xxxx>
Hotel: <$xxxx>
Meals: <$xxxx>
Conference Registration Fee: <$xxxx>
The total costs associated with attending this conference are: <$xxxx>.

<Insert a statement if you are willing/able to share any of the conference costs with the employer.>
The opportunity for me to develop better contacts and gain knowledge in specific areas of < your profession > makes my attendance at 2010 CWEA Annual Conference a wise investment, which will yield rich dividends for us. 
Sincerely,

< your name here > 
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Worksheet to Identify Your Annual Conference 2010 Expenses 
	Item
	Total Cost
	Agency Expense Amount
	Personal Expense Amount
	Notes

	Conference Registration 
	
	
	
	Pay attention to registration deadlines to get lowest fees 

	Lodging
	
	
	
	Consider sharing a room

	Airfare, Shuttle &/or Parking
	
	
	
	

	Mileage (personal auto)
	
	
	
	Calculate distances, then multiply miles by 0.50 cents/mile (IRS standard for 2010) – Also consider carpooling

	Any other transportation (taxi, bus, train)
	
	
	
	

	Food per diem(per diem x number of days)
	
	
	
	Check your agency rates or see IRS guidelines for local

	Conference events that have a separate fee (golf tournament, sludge trudge, technical tours, breakfasts or lunches) if applicable 
	
	
	
	

	Total Conference Fees
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Identifying the Benefits to Your Agency 
Fill this out to show the benefit for your attendance and how the sessions will increase your knowledge, skills and abilities back at work!

	Benefits to Your Agency
	Specific Needs & the Conference Sessions & Opportunities that Meet the Need

	Networking 
	This conference will allow me to network with other water and wastewater professionals and vendors. I will be able to take the pulse of the industry about the latest tools, technologies, and processes, and hear ideas I wasn’t even aware of.

	Teambuilding (if sending a group)
	This conference will help build our team, providing a forum for team members to discuss tools, technologies, and processes and how we might apply them to improve our information, services, workflow, and processes.

	Current Tools 
	

	Future Tools Exploration
	

	Current & Future Technologies 
	

	Current Processes Seeking to Improve
	

	Future Processes Exploration
	

	Tools &Technologies to Explore 
	

	Other 
	


Time to Sell Your Attendance! Now that you clearly understand the benefits of your conference attendance, it’s time to “sell” your attendance to your supervisor! We have drafted a sample letter for your Manager/Supervisor/Policy Maker.
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Annual Conference 2010 Learning Notes
	Wednesday, April 21 - Morning Session 
	Learning Notes

	Opening Session:
	


	Wednesday, April 21 - Afternoon Sessions
	Learning Notes

	Session Topic:
	

	Session Topic:
	

	Session Topic:
	


Annual Conference 2010 Learning Notes

	Thursday, April 22 - Morning Sessions
	Learning Notes

	Session Topic:
	

	Session Topic:
	

	Session Topic:
	

	Session Topic:
	


	Thursday, April 22 - Afternoon Sessions
	Learning Notes

	Session Topic:
	

	Session Topic:
	

	Session Topic:
	

	Session Topic:
	


Annual Conference 2010 Learning Notes
	Friday, April 23 - Morning Sessions
	Learning Notes

	Session Topic:
	

	Session Topic:
	

	Session Topic:
	

	Session Topic:
	


	Friday, April 23 - Afternoon Sessions
	Learning Notes

	Session Topic:
	

	Session Topic:
	

	Session Topic:
	

	Session Topic:
	


