Subject Line: Request for Approval to Attend CAPC National Seminar 2027

Dear [Supervisor’s First Name],
 
I am writing to request approval to attend the Center to Advance Palliative Care (CAPC) National Seminar in Columbus, Ohio, October 13-15, 2027. I am very excited about this opportunity and hope to take advantage of early bird pricing.

The CAPC National Seminar is a top event for palliative care leaders from across the country to shape what's next in the field. This year's programming covers several areas of focus, including integration and influence across the health care system; demonstrating value and securing resources; equity and access; leading healthy and high-performing teams; operational excellence; and technology-fueled innovation.

This opportunity will allow me to:
· Learn from top national palliative care experts, have meaningful conversations with faculty and colleagues, and build a strategy to move our program forward
· Access highly practical training in [reference 1-2 specific focus areas most relevant to your goals], including sessions such as [Session Name and [Session Name]
· Earn continuing education credits [if you’re a physician, include: and ABIM maintenance of certification credits] 
· Work toward reaching my professional development goals of [customize] 
· Share key takeaways with our team through [specify how (e.g., a presentation, lunch and learn, or written summary)] so the value of attending extends beyond me  

Additionally, CAPC is offering a half-day pre-conference workshop on October 13, focused on [topic name], which aligns with our goal to [customize].   

I have broken down the costs of attending this event. Since the Seminar is held every two years, and the last event sold out with a waitlist of more than 100 people, I'd like to register early so I don’t miss out. We can take advantage of early bird pricing if I register by May 26.
· Registration: $[Amount based on member vs. non-member rates] | This includes cost of breakfast and lunch during the conference
· Airfare / Train: $[Amount]
· Transportation (to and from hotel and airport): $[Amount]   
· Hotel: $[Amount] ($259/night plus tax for the Seminar group rate X # days)  
· Meals: $[Amount] (# days) | Includes the cost of meals not covered by CAPC
· Total: $[Total]

I am confident that attending this conference will add value to our team and organization, and I look forward to using what I learn to strengthen our palliative care program. You can learn more about CAPC and the Seminar at capc.org/seminar.

Thank you for considering this request. Please let me know if you have any questions.

Thank you,
[Your Name]
[Your Title]

