ATIA Conference Education Funding Request
To: <Funding Department/Organization> 

From: <your name>

Date: <insert date>
Subject: ATIA <year> <city> Conference Educational Funding Request 
I would like to attend the ATIA <year> <city> taking place <month/date>, in <city>, <state>. The conference will enable me to attend a number of educational sessions that are directly applicable to my responsibility for <area(s)>. The presentations are focused on the practical needs of the <educator, AT professional, SLP, OT, Rehab Counselor, family member or individual with disability, other> including how-to sessions, hands-on labs, case studies, poster sessions, and other ways to help attendees make effective use of assistive technologies. In addition, it will allow me to network with a number of practitioners, and get hands on experience with AT products and meet with AT manufacturers.  
I am seeking <funding authorization, budget approval, support> for the registration fee, travel expenses to the conference and travel/lodging expenses during the conference. 
[Pre-Conference Seminar option: I would like to travel on Tuesday and attend an optional Wednesday all-day educational seminar entitled, <name of educational seminar>, prior to the start of the conference, because it covers <describe one pertinent seminar learning point> which will greatly assist with my <area(s) of responsibility>.  
This conference is an affordable continuing education option that covers the breadth and depth of assistive technology as a quick view of the educational program illustrates at:  http://www.atia.org/i4a/pages/index.cfm?pageID=3810 for ATIA 2010 Chicago. http://www.atia.org/i4a/pages/index.cfm?pageID=3839 for ATIA 2011 Orlando.

 CEUs are provided as part of the registration package. 

The basic registration cost to attend an ATIA Conference is $525 and to attend a pre-conference seminar is $275; however, registering by <August 20, 2010 for ATIA 2010 Chicago or January 3, 2011 for ATIA 2011 Orlando> reduces the total cost by $100.

<You will need to insert your travel expenses here.> 
The opportunity for me to develop better contacts with industry experts and to gain knowledge in specific areas of <technology areas of interest> makes my attendance at this Assistive Technology conference a good investment in my professional investment. I will submit a trip report post-conference that will include a brief seminar summary, major takeaway concepts, techniques or tips and action items for each of the sessions that I attended during the conference. In addition, I will circulate the conference proceedings and can give brief presentations to my colleagues.

I look forward to your reply.
<Your name and contact information> 
