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[date]

Dear [add supervisor’s name]:

To help provide [your facility] with the most current professional knowledge and skills in the healthcare supply chain, I would like to attend the Association for Healthcare Resource and Materials Management (AHRMM) 2009 Annual Conference & Exhibition, which will be held July 19-22 in Tampa, Florida.

This conference offers over 70 educational sessions that provide information on current healthcare supply chain trends, issues, and best practices. My registration fee will include access to a variety of program content and speaker handouts, which I can share here after the event.

The following are some of the sessions that would be of particular relevance:

[List sessions that will provide the greatest benefit to your facility. The list appears in the advance program and is posted at www.ahrmm09.org.]
Additionally, I will be able to meet directly with vendors and identify ways to help us improve operational efficiency:

[List exhibitors that will provide the greatest benefit to your facility. The list appears in the advance program and is posted at www.ahrmm09.org.]
Costs

[List transportation costs, registration fee, meals, and the price per night of the hotel room. Visit the AHRMM09 Web site for additional costs saving information.]
Summary of Benefits

Attending AHRMM09 will enhance my professional knowledge and skills, which will help improve the well-being of our community as well as [your facility]. I will be able to meet with my peers and find out what’s working at facilities similar to ours. I also will be able to pass along much of what I learn to you and my colleagues and make copies of the speaker presentations available for reference. Thank for your consideration of this request.

Sincerely,

[your name]
