[Date]
Dear [Your supervisor’s name]:
To help provide [your facility] and our [your clientele] with the most current professional nursing knowledge and skills in the specialty practice of intellectual and developmental disabilities nursing, I would like to attend the Developmental Disabilities Nurses Associations’ 20th Annual Education Conference in Orlando, FL scheduled from May 5 through May 7, 2012 [pre-conference May 4, 2012].  
This conference offers 12 breakout sessions, 5 general sessions, 4 pre-conference sessions, and poster presentations that address all aspects of intellectual and developmental disabilities nursing.  All session abstracts and handouts provided by speakers will be provided to all meeting registrants; therefore, after the event I can share them with my colleagues who do not attend the conference.

A full schedule of sessions is available on the DDNA website at www.ddna.org. These educational sessions will allow me to gain knowledge and understanding about how we can improve the care that we provide. The presentations are facilitated by experts and colleagues who have faced similar challenges. I believe that the following sessions would be of particular benefit for me to attend: 
Costs                                                                                                                                                            
 Here is the breakdown of the conference costs:
Roundtrip Airfare:  [$xxxx]                                                                                                                   Transportation costs: [$xxxx]                                                                                                                                                                                                                                         Hotel: [$109 single/per night]  

Meals: [$xxxx]                                                                                                                                                                                                                                                                                                                                                                                                         Conference Fee: [$395/3-day registration, $545 with pre-conference]                                                                                                                                                                                                                                        
Total cost associated with this conference is [$xxxx].                                                                                                                   
Summary of Benefits

Attending DDNA’s 2012 Annual Conference in Orlando, FL, will enhance my healthcare knowledge and skills, enabling me to provide better care for my [clients]. I will be able to pass on much of what I learn to my colleagues and my notes and copy of the speakers’ presentations will be available for reference. Thank you for your consideration of this request.
Sincerely,

[Your name]                                                                                                                                             
[Your title]

