< supervisor’s name >,

I would like to represent < name of organization > at the State of the Science in Hospice and Palliative Care on March 20-22. It will be a great opportunity to learn from and network with other leading researchers, participate in investigator development activities, and gain insights into new research and methods in hospice and palliative care. 

I am requesting approval for the registration fee, travel, and related expenses to the meeting, which will be held in San Diego. Here is the cost breakdown:
· Conference Registration: < $815 >
· Roundtrip Airfare: < $xxx >
· Transportation: < $xxx >
· Hotel: < $xxx >
· Meals: < $xxx >
· Total: <$xxx>.
As a member of < AAHPM or name of supporting partner organization >, I will receive the member rate and save $245 - plus I can earn a total of 8 continuing education credits. (MOC points will also be available for physicians.)
When I return, I will submit a post-meeting report to you or conduct a debriefing with my colleagues to share what I’ve learned. Can we meet in the next few weeks to review my attendance requirements and ensure your expectations are met? 

Thank you in advance for considering this request,
< your name>
