Suggested letter to supervisor requesting support for attendance at the annual conference of AAACN.
< Date >

< Supervisor’s Name >
< Title >

< Organization>
< Address >

< City, State  Zip >

Dear < Supervisor’s First Name >,
I would like to attend the American Academy of Ambulatory Care Nursing (AAACN) 38th Annual Conference, April 23-26, 2013, in Las Vegas, NV.  This conference is the premier event for gaining knowledge to improve the practice of ambulatory care and telehealth nursing.  It provides opportunities to expand my knowledge base, enhance my clinical and leadership skills, and widen my professional network. 

After reviewing the  < preliminary flyer (or) conference brochure >, I have identified a number of educational sessions that will allow me to hear about evidence based solutions to improve the lives of our patients and help us to improve patient care.  The presentations are facilitated by both industry experts as well as association colleagues who have faced similar challenges.  I chose these presentations because they are directly related to < add an issue or two that you are currently dealing with here >.  Getting the information in a seminar format will greatly reduce the research time and costs   < your organization’s name > would normally incur in researching the topics. Incidentally, I have only listed some of the seminars that I will attend. Including them all would make this memo much too long.

· < Insert the session descriptions which most apply to your responsibilities >

The full conference registration fee is < $$$ > and can be reduced $60 by registering before March 25, 2013.  (If it applies, you might want to include this statement.  Because I am a member of AAACN, the fee is already reduced by $160.)
Here is the breakdown of conference costs:

Roundtrip Airfare:  <$xxxx>
Ground Transportation: <$xxxx>

Hotel: <$xxxx per night > , < x nights > = <$$$$>
Meals: <$xxxx>
Conference Registration Fee: <$xxxx>
The total costs associated with attending this conference are: <$xxxx>
In addition, about a month after the conference, the entire conference content will be available online.  My registration fee also includes the ability for me to “attend” the concurrent sessions online that I could not attend live. My registration fee also includes the ability for me to share that content online with 2 other colleagues < your organization’s name >.  So, my registration fee will also benefit 2 other nurses at who do not physically attend the convention.  

In summary, the opportunity for me to attend the AAACN Annual Conference and gain knowledge in the areas listed above is a wise investment in our organization. This educational experience will expand the evidence base for my practice and enhance my role performance and provide a similar opportunity for 2 additional nurses.   Please let me know if you will approve my attendance at the AAAACN annual conference and cover my expenses in full or in part.  Thank you for considering my request.  

Sincerely,

< your name here >
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