[image: image1.emf]

To: <Supervisor name>

From: <your name>

Date: <insert date>
I am interested in attending the NAON 2010 Annual Congress, taking place May 15-19 in Seattle, Washington. This conference is hosted by the National Association of Orthopaedic Nurses (NAON), which is accredited as a provider of continuing nursing education by the American Nurses Credentialing Center’s Commission on Accreditation (ANCC-COA). The event will feature sessions presented by other orthopaedic nurses and doctors that can help me earn up to 31 Contact Hours.  
The presentations will cover a wide range of topics, and I plan to customize an agenda that will focus on <name specific topics/sessions you are interested in>. In addition, NAON offers Pre-Congress Review Workshops that will help me prepare for the Orthopedic <Nursing/CNS/NP> exam. 
I am seeking <company’s name> sponsorship for the registration fee, travel, onsite lodging and meal expenses during the conference. The detailed cost breakdown, including travel and other expenses are listed below. 
Airfare:  <add flight expenses to Port of Seattle Airport>
Transportation:  <add estimated cab fares>
Hotel:  <add total hotel estimate, $199 per night (plan to stay 4-5 nights)>
Meals: <add meal estimate, average $35 per day>
NAON Congress registration fee: <$505 - $625; depending on membership status and timing; For registration fees refer to http://www.orthonurse.org/>
Pre-congress Workshop fee: <Add an optional pre-congress workshop on May 15; $115-130; depending on session and status as NAON member>
Total conference cost: <Insert sum of amounts noted above>
I chose this event because it will give me access to experts on the specific issues we are dealing with at <your place of employment>. Also, Congress focuses on developing my nursing skills as well as my research and practice skills. The lessons I learn and tools I receive will help to increase my efficiencies and better equip me to treat patients. 
The opportunity for me to develop better contacts with fellow orthopaedic nurses, learn emerging trends, and gain knowledge in specific areas of <medical area of interest> makes my attendance at the NAON 201 Congress a wise professional investment, which can pay off with streamlined practices, medical insights, and a network of peers to call upon.

I will submit a post-congress report that will include a summary, major takeaway concepts, techniques or tips, and action items for each of the sessions that I attended. In addition, I will circulate the Congress proceedings and provide brief presentations to others within the <hospital/practice>.
I look forward to your reply. For more information about the NAON 2010 Congress, you can visit http://www.orthonurse.org.  
Sincerely,
<insert your name>
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