Please Note:  This is a sample letter that POMAA has put together for you to use as a template.  You will need to change any pertinent information to suit your needs.  You may also find this letter on POMAA’s website listed under the agenda, which is found under the 2010 conference link.
Dear [Insert Director/Physician(s) Name Here]
Attached you will find a letter from Physician Office Managers Association of America (POMAA) regarding their 2010 Annual National Conference that will be held in New Orleans, LA.  I would like to request permission to attend the conference as I feel it will greatly benefit me, the employees of our practice, as well as all the physicians/providers. 

The conference includes all of the educational sessions, a welcome reception on Tuesday, September 21, 2010 that will provide networking, hors d’oeuvres, and refreshments from 2 pm to 4 pm, breakfast and lunch, as well as snack and refreshment breaks Wednesday, September 22 thru Friday, September 24, 2010.  I have attached a conference registration form for your review, which includes the fee to attend.
POMAA is having two optional events that are separate from the conference, which would provide me with additional networking with my colleagues as well as allow me to receive a break from the education I will be receiving.  All the topics and optional events are given in more detail via a full conference brochure if needed.

I would need to have transportation provided to and from the Sheraton New Orleans where the conference will be held, as well as accommodations at the hotel.  The room rate for the Sheraton New Orleans is $159 + tax.  I would also need to pay for my own evening meals.

POMAA, in my opinion, has secured leading experts who are nationally known in the topics that they will be presenting.  I believe the conference will lead us into a new way of increasing revenue for our practice and give us the necessary tools to make the management side of practicing medicine more efficient and effective.
I would appreciate the opportunity to attend the conference as I feel it will benefit our practice in my position as a manager, which will ultimately benefit me as an individual and as a leader in our practice.  The conference will also allow me the opportunity to network with other professionals in my field which is invaluable.
I have attached a letter from POMAA explaining the conference in more detail and a sample expense sheet that details the expenses that would be incurred in the event I would receive approval to attend.  

Thank you in advance for allowing me to present this information and the chance to attend a conference that is sure to benefit everyone involved with our practice.  POMAA provides me with education on a daily basis and I know that attending their 2010 Annual National Conference will be one of the greatest investments our practice will make for many years to come.

Sincerely,

[Insert Your Name Here]
POMAA’s 2010 Annual National Conference Expense Sheet
Conference Fee if registered on or before May 1, 2010


$530.00

Conference Fee if registered after May 1, 2010 

or before September 1, 2010





  560.00


Conference Fee if registered after September 1, 2010 


  600.00

Hotel Accommodations September 22, 2010 through


  
September 25, 2010







  730.68

Airfare








Evening Meals

Travel to and from the hotel

Misc if necessary

Total expenses to attend the conference:







