Customizable Letter to Manager 
Date

Dear <Manager>:
I would like to attend SHSMD’s Annual Conference—Connections 2009, the premier event for healthcare strategy 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 information on how to reduce costs and do more with less, grow service lines, and improve communications>. 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 costs for the conference are <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 $1,065, but can be reduced if you are a member ($195) and by registering early to save an additional ($100). The early member registration price with all discounts is $770>.
<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 areas of <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 it is directly related to an issue we are dealing with 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.>
<Positioning Your Organization Today for Healthcare 2010 by Linette Demers with Sg2 and Tracy O'Rourke with Sisters of Charity explores the future roles of patients, physicians, hospitals, and payers in the year 2020. I will bring back clinical models that will provide value, engagement, and convenience for tomorrow’s new consumer. This presentation will help to develop a framework for our organization as we plan for the future.>
<OMG--I Need a Plan B by Susan Alcorn of Geisinger Health System, Kathy Dean with Oregon Health & Sciences University and Jean Hitchcock with Scripps Health will help us with understanding the best way to weather the storm in today's economy.>
<Strategic Differentiation and the Drivers of Change by Dalal Haldeman and Katherine Smith with Johns Hopkins Medicine should yield a good deal of valuable information into strategic thinking for maintaining a competitive edge in patient care, research, and education. As a result of the economic downturn, we have experienced a slowdown in accounts receivable, more difficulty in raising money, a decrease in elective procedures, and an increase in payer scrutiny of charges. New models of healthcare delivery and financing will be explored and I will bring back new and improved measurements and tracking systems for our organization.>
The opportunity for me to develop better contacts with industry experts and to gain knowledge in specific areas of healthcare strategy makes my attendance at this SHSMD conference a wise investment, which will yield rich dividends for <your company>.
Sincerely,

