< date >
Dear < supervisor’s name >,
I hope to represent < college/university > at the annual conference of the Association on Higher Education and Disability (AHEAD). The conference takes place this year in Providence, Rhode Island, July 20-24, 2026. 
The laws requiring us to provide reasonable accommodations to students with disabilities have not changed under any of the recent changes to DEI policies, and disability is not mentioned in the February 2025 Dear Colleague Letter about DEI. (Even if it were, on January 21, 2026, the U.S. Department of Education formally withdrew its appeal of the August 2025 federal court ruling, making that Dear Colleague Letter no longer enforceable.) If we fail to properly provide disability accommodations to our students, the institution could be at risk for a lawsuit, therefore attending this conference to stay up to date on the most recent legal mandates, such as the important recent changes to Title II of the ADA, is critical. The conference also offers sessions on the newest practices for office efficiency, new thinking on hiring and retaining staff (which, as you may know, has been an issue for many student disability offices), and other ways that disability professionals can most effectively serve students and the institution.  
While some professional development opportunities continue to be offered online, I firmly believe that attending the in-person AHEAD conference this year is essential. In this field, the insights of experienced professionals are invaluable. As you know, ensuring accessibility for disabled students in higher education requires a nuanced, individualized approach. Each student’s accessibility requirements are different, and the law requires individualized assessments of each student’s needs. Because of that, much of our work involves in-depth conversations with students and faculty, where rigid guidelines don’t always apply, and careful judgment is necessary. AHEAD conferences provide me with the opportunity to connect with a knowledgeable community of experts and peers, allowing me to bring crucial insights back to our campus that help me make correct individualized assessments, while also establishing relationships with professionals I can turn to for guidance in the future.

I plan to attend educational sessions centered around <if you have a focus for your interests or recent campus needs, add it here>. I reviewed the program, and saw that 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 emerging practices that directly apply to our rapidly changing educational landscape. Here are some examples: 
· < session/topic one >
· < session/topic two >
· < session/topic three >
I am requesting approval for the conference registration fee, travel, and related expenses. Conference registration includes full access to the event, including over 150 concurrent sessions, dozens of research posters, and networking opportunities to help us evolve our institution to best meet the needs of the variety of students with disabilities who trust us with their education. 
Here is the estimated cost breakdown:
· Conference Registration (On or before May 30): $795 (Member Price), $950 (Non-Member Price)
· Roundtrip Airfare/Train: < $xxx >
· Transportation: < $xxx >
· Hotel: < $xxx >
· Meals: < $xxx >
· Total: <$xxx>.
I would be happy to submit a post-conference report that will include an executive summary, major takeaways, and recommendations I think will help us in the short and long term. 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, office, or division>
