Customizable Letter to Your Chair or Administrator
<Date>

Dear <Name>,

I understand that budgets are tight and we are being asked to do more with less, but that is exactly why I would like to attend the 2010 ADEA Annual Session and Exhibition, February 27 – March 3, at the Gaylord National Harbor, Washington, DC. The knowledge and expertise I will gain at this extensive event will provide a significant return on investment for <insert name of your institution>.

At the 2010 ADEA Annual Session and Exhibition, I will attend numerous educational programs directly applicable to my position that will allow me to network with dental education experts and colleagues from around the world. Many of the presentations are tailored to the <your profession> professional and give information on how to <list actions related to your responsibilities>.

After reviewing the ADEA Annual Session and Exhibition preliminary program, I have identified a number of programs and exhibitors that will help me grow as a dental education professional and bring back critical information. I will have access to:

· Numerous educational sessions approved for Continuing Education units

· Approximately <number> workshops that will benefit our department and institution

· 95 Exhibit Hall booths showcasing 65 companies

· Three nationally recognized speakers at plenary sessions, plus countless expert presenters

· A community of nearly 2,000 colleagues to network with

· In-room high speed Internet access at the Gaylord National Hotel so I can stay in touch by email

· Post-event online viewing of educational sessions free of charge to attendees and available 24/7

I would like your approval for my registration fee and travel expenditures. The total investment to attend the 2010 ADEA Annual Session and Exhibition is <$xxxx>.  Participants of previous ADEA Annual Sessions consistently rated the event as “very worthwhile” and in 2008, 92% of evaluation respondents indicated they planned to attend again in the future.

The opportunity for me to develop contacts and gain knowledge in <your profession> makes my attendance at the ADEA Annual Session a wise investment for <name of your institution>. Thank you for your consideration.

Sincerely,

<your name>

P.S. To download the 2010 ADEA Annual Session and Exhibition preliminary program, please visit www.adea.org. 
