LETTER OF REQUEST

Use this letter as a custom template to professionally communicate the message to your supervisors. Fill in the appropriate spaces with personal information to make the letter unique to you.
[date]

Dear [your supervisor’s name]:
To help provide [your facility] and our patients with the most current professional knowledge and technological innovations in ophthalmology, I would like to attend JCAHPO’s and ATPO’s Annual Continuing Education (ACE) program, held concurrently with the AAO’s Annual Meeting, October 23 - 27, 2009 in San Francisco, CA. This program is designed exclusively for the continuing education and certification of ophthalmic allied health professionals and offers the latest technology through Workshops, Sub-Specialty Sessions, and Scientific and Grand Rounds Sessions.

I am confident that the educational, training, and networking opportunities available at this program will benefit my professional development as an employee and the continuing growth of our organization. I am seeking financial support for the registration fee, travel, and living expenses during the event. Below, I have included an estimated cost breakdown:

	Cost Breakdown

	Item
	Description
	Cost

	Airfare
	
	

	Transportation
	
	

	Hotel
	
	

	Meals
	
	

	Course Registration Fee
	
	

	Estimated Total
	


In the enclosed documents, I have also included a detailed cost analysis, benefits report, and a list of courses for your review. Please consider this as a worthwhile professional development opportunity for our organization’s future. If you would like to view a detailed program brochure, please refer to www.jcahpo.org. Thank you in advance for your consideration. 

Sincerely,

_____________________________________

    ________________________

NAME/SIGNATURE






    DATE

www.jcahpo.org                   /                    www.atpo.org

