Customizable Letter to Manager 

Date

Dear <Manager>:
I would like to attend AHVRP’s Annual Conference—Distinguishing Our Profession, Discovering Our Spirit, the premier event for healthcare volunteer resource professionals. The conference will enable me to attend a number of seminars that are directly applicable to my work and allow me to network with a number of healthcare experts. Many of the presentations <give specific information on how to reduce costs and do more with less, volunteer services advancement, and communications improvement>. I am seeking approval for the registration fee, travel expenses to the conference and expenses during the conference. I wish to attend the optional educational workshop entitled, <fill in the blank if you wish to attend a pre-conference workshop>, prior to the start of the conference, because it covers materials that I am just beginning use in my position. The total cost for the conference is <fill in blank>. The detailed cost breakdown is listed in the paragraph below.

<The numbers in brackets below will need to be adjusted to reflect the current pricing. The travel costs vary as well and should be changed to reflect your costs.

The full price conference fee is $625, but can be reduced if you are a member ($125) and by registering early to save an additional ($25). The early member registration price with all discounts is $475.  An additional ($25) discount applies to additional registrants from the same organization>.
<You will need to insert your travel cost numbers in here>
Here is the breakdown of conference costs:

Airfare: 

Transportation: 

Hotel: 

Meals: 

Conference Fee: 

Preconference Workshop Fee: 

Total conference cost of ______.

There are a number of presentations that I would attend that would give me some knowledge in  <fill in topic areas> that could immediately be put to use with <project(s) you are working on>. The presentations are done by healthcare experts from leading hospitals and health systems and well-known consulting firms. I chose each of these presentations because they directly relate to an issue we are facing in the <project(s) you are working on> right now. Getting the information in a seminar format will greatly reduce the research time and costs 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.

<You will need to add educational information from the current program to customize this for your current situation. What is included here is just an example.>
<Positive Solutions to the Economic Impact in Our Volunteer Departments-Learning to Do More with Less by Paul Bartush, CAVS and Julie VanderNoot, CAVS.  I will leave with tactics to assist in critical decision making, and skills, knowledge and ability to analyze our volunteer programming to assist in efforts to reduce wasted time and money.

Building Quality and Excitement at the Same Time by Evelyn Ramos and Patricia Choi of New York-Presbyterian Hospital.  I will learn from the successes of a small but creative team that built a compliance program that weathered two Joint Commission Surveys and built a team and program into a gold standard at one of America’s largest hospitals.

<Add more as you deem necessary>
The opportunity for me to develop better contacts with industry experts and to gain knowledge in specific areas of healthcare volunteer resource management makes my attendance at this AHVRP conference a wise investment, which will yield rich dividends for <your company>.
Sincerely,

