< date > 

Dear < supervisor’s name >,

I would like to attend the MUSE event, < event name >, on < date(s) > in < city, state/province >
This event will enable me to attend a number of valuable sessions that are directly applicable to my work.  The event provides face-to-face interaction with my peers at other healthcare organizations, who use the same MEDITECH solutions, along with various other experts and vendors. 
This event allows for valuable learning on best practices and tested solutions that will help me optimize our organization’s investments. In addition, it will allow me to problem-solve with a number of other MEDITECH users and gain first-hand knowledge on < topics/products of interest  >. 

MUSE offers sessions that focus on improving productivity: 
< List the session descriptions which most apply to your responsibilities. > 

I am seeking sponsorship for the registration fee, hotel fee, and travel expenses during the event. I believe these training dollars would be very well spent.

Here is the breakdown of the event costs:
Registration fee:
<$xxx>
Roundtrip airfare:
<$xxx>
Transportation:
<$xxx>
Hotel: 


<$xxx>
Meals: 


<$xxx>

The total cost associated with attending this event is:  <$xxx>
The opportunity for me to develop better contacts and gain knowledge in specific areas of < your profession > makes my attendance at this MUSE event a wise investment, which will yield rich dividends for < name of your organization >.

When I return from the event, I will submit a report summarizing key information, techniques and follow-up action items for every session that I attended. I am also happy to share the conference proceedings with other team members who are interested in learning about the event. This is an ideal way for the rest of our department to benefit from my knowledge and training.
Sincerely,

< your name >
