< date >
Dear < supervisor’s name >,

I hope to represent < college/university > at the annual conference of the Association on Higher Education and Disability (AHEAD), Equity and Excellence: Access in Higher Education. The conference takes place this year in Cleveland, Ohio July 18-22. 

While I know that many professional development events are being planned as virtual events, I believe it is important for me to travel to attend the AHEAD conference this year. Ensuring access for disabled students in higher education is an individualized process, as you know. So much of the work involves individual conversations with students and faculty. Therefore, there is no black and white guide – all decisions are situational and require judgement. In the field, there is no substitute for knowledgeable colleagues, and it is at AHEAD events that I have access to a network of experts and highly experienced peers. 

I plan to attend educational sessions centered around <if you have a focus for your interests or your campus needs, add it here>. All sessions are designed to address current issues in creating accessible academic experiences for students with disabilities and most will offer solutions and information informed by best practices during the pandemic. Here are some examples: 

· < session one >
· < session two >
· < session three >
I am requesting approval for the conference registration fee, travel, and related expenses. Conference registration includes full access to the event, including over 100 concurrent sessions, research posters, and networking opportunities to help us evolve our institution to one that expects and plans for a diversity of students. 

Here is the cost breakdown:

· Conference Registration (Before May 31, 2022): $695 (Member Price), $870 (Non-Member Price)
· Roundtrip Airfare: < $xxx >
· Transportation: < $xxx >
· Hotel: < $xxx >
· Meals: < $xxx >
· Total: <$xxx>.
I will submit a post-conference report that will include an executive summary, major takeaways, and recommendations I think will help us immediately. I hope we can meet in the next few weeks to review my attendance and ensure your expectations are met? Thank you in advance for considering this request.
Sincerely,


< your signature here>
< full name>
< title>
< organization>
