SAMPLE COMMUNICATIONS
Use these documents to convince your manager/supervisor and the organization for which you work that supporting your professional development by paying for (or subsidizing) your CWEA membership is a good idea.

Document One—a sample memo to send to your manager/supervisor explaining the full value of CWEA membership, for the individual and for the organization. Copy and paste this message into an email or a hard copy version of an intra-office memo, personalize the message for your organization and your manager/supervisor, then send. Make sure not to include these instructions and remember to replace all the italicized text with the specific details that apply to you and your organization. Or, if you prefer not to send memos, use the content from this sample memo as talking points for a face-to-face chat with your manager.

You should also consider adding a testimonial from a colleague in a different, but relevant, organization (for example, a competitor or an organization your manager/supervisor admires). A sample testimonial appears in italics at the bottom of this letter. Complete (fill in the blanks) as appropriate. If you do not have a testimonial readily available, delete that paragraph from the message you send.

Date:

INSERT DATE
Memo to: 
INSERT YOUR MANAGER’S NAME
From:

INSERT YOUR NAME
Regarding:
Support for CWEA Membership

In today’s environment of increased regulation and enforcement—not to mention the focus on value it is essential to stay on top of new tools and practices. Membership in CWEA gives me access to hundreds of training events, competency certification, and a network of colleagues who stand ready to support my development so that I can increase my value to INSERT NAME OF YOUR EMPLOYER. CWEA is like having a training department, an HR department, a public awareness department, and a government affairs department that expands what [NAME OF EMPLOYER] can do on its own.  Staying up with regulations, learning new technologies, and getting advice solving problems all help reduce costs for INSERT NAME OF YOUR EMPLOYER.
Here are the benefits available only to CWEA members that benefit INSERT NAME OF YOUR EMPLOYER because they help me expand my professional capabilities and the capabilities of INSERT NAME OF YOUR EMPLOYER:

· Training: Member discounts on hundreds of affordable training events throughout the state developed and delivered by subject matter experts who know what people in our profession need to learn to be even more effective on the job.  
· Certification: A validated competency-based certification program that builds public confidence in our ability to keep them safe.  Members get a significant discount on certification fees.
· Networking: CWEA offers 9,000 members the opportunity to connect with each other, to share tips and advice, and to help each other (and us) solve problems.
· Jobs Available: member discounts on posting jobs that target the right audience to help us fill open positions


· Publications: 

CWEA produces many publications that inform and inspire.
· Free (for members only) online certification study guides ($1,078 value)
· Free (for members only) online access to a valuable management manual, Building the Wastewater Utility Brand: Practical Advice for Increasing Trust, Support, and Investment ($50,000 value; CWEA contributed $10,000)

· A subscription to CWEA’s monthly electronic newsletter. The E-Bulletin is full of news and information about the association and its members

· A subscription to Wastewater Professional, the printed publication that contains valuable technical articles as well as news and information from all across the wastewater treatment industry.

· Public Awareness: 

CWEA supports these programs, curricula, and events.
· Liquid Assets: The Story of our Water Infrastructure

· No Drugs Down The Drain

· Sewer Science

· Kids in the Creek

· World Water Monitoring Day


· A Voice with Regulators: CWEA’s Memo of Agreement (MOA) with the State Water Board to provide training on the SSO WDR gave the industry extra time to comply. Data so far shows better compliance rates for those who have attended CWEA’s training.


· Awards: CWEA runs the only awards program in the State for our community—it is offered only to members (and is free). One award-winning agency reported that winning CWEA awards helped them gain approval for a much-needed rate increase.

· Volunteer Leadership Opportunities at the Local Section and State levels. These opportunities help develop supervisory, project management, and leadership skills.
All for only $132 per year or 36 cents a day—a fraction of the cost of what we spend here on coffee!
Your support of my involvement with California’s premier association for wastewater treatment professionals is concrete proof that you support the ongoing development and professional growth of staff at NAME OF YOUR EMPLOYER, and I promise to deliver to NAME OF YOUR EMPLOYER everything possible from that investment. 

‘As a result of my membership in CWEA and my attendance at the conference, I have been able to _________ so that NAME OF EMPLOYER gained __________________.”
Sincerely,

[YOUR NAME/SIGNATURE HERE]

Document Two—a sample report to send to your manager/supervisor after you attend a CWEA event or renew your membership. This document demonstrates how much you benefited by participating and/or joining.

This kind of value report reassures your employer that the organization made the right investment in you. It shows that you are a professional who goes the extra mile for your employer. And, it will help with your CWEA membership renewal next year!

Copy and paste this message into an email or intra-office memo, making sure to fill in the specific details from events you attended or articles you read. 

When your employer funds your CWEA membership, provide a brief ‘Value Report’ after every training event you attend and, at a minimum, every year at your evaluation time to clearly state the benefits you have brought back to your employer from the investment.  

Date:

INSERT DATE
Memo to: 
INSERT YOUR MANAGER’S NAME
From:

INSERT YOUR NAME
Regarding:
My Professional Growth and How it Benefits this Organization

I attended [NAME OF CWEA TRAINING EVENT] on [DATE]. The purpose of the event was to [FOR EXAMPLE: …LEARN ABOUT NEW AND IMPROVED PRE-TREATMENT METHODS]. At the [NAME OF CWEA TRAINING EVENT] I learned how to ___________.  Here’s how I plan to use that on the job __________________.


During this past year, my CWEA colleagues gave me insights and tips that helped us_______________________.

After reading the most recent issue of the [E-Bulletin / Wastewater Professional] I learned [PROVIDE EXAMPLE FROM PUBLICATION], which will help us [FOR EXAMPLE: BE MORE EFFICIENT or CUT COSTS]


Sincerely,
[YOUR NAME/SIGNATURE HERE]

