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Customizable Justification Letter
How to use this document: Update all highlighted sections to customize this document for your supervisor. Make sure to delete anything that isn’t applicable to you (these instructions included) and un-highlight before you send.

Dear [SUPERVISOR’S NAME],  
  
I am seeking your approval to attend the American Hospital Association’s Accelerating Health Equity Conference in Atlanta on May 19-22, 2025. This conference offers educational and networking opportunities for health care professionals who advance health in America, and I believe that attending will give me the tools and connections to propel our organization forward. 
  
Taking place for the fifth consecutive year, the Accelerating Health Equity Conference brings together over 1,000 leaders (e.g., directors, VPs, SVPs) working in hospitals, health systems, public health and community-based organizations throughout the country. Attendees typically deal with the following issues:   
· Community health and investment  
· Population health management  
· External affairs  
· Strategy and mission  
· Diversity, equity and inclusion 
I see the conference as an opportunity to learn, be inspired and make connections, and I believe that my attending will help me gain the tools and relationships I need to be successful in my job and advance our organization’s strategic goals. You can visit the conference’s “About” page or check out last year’s post-event playbook to learn about the conference’s attendee and sponsor makeup, session takeaways and more. 
Between the content presented in the sessions and the invaluable networking opportunities, I plan to strengthen my skills in [A], [B] and [C]. I believe I’ll be able to walk away with new knowledge in [GOAL 1], [GOAL 2] and [GOAL 3]. 
I am particularly interested in hearing [KEYNOTE SPEAKER] share [HIS/HER] thoughts on [ISSUE] and discussing my takeaways with our team back in the office. I am confident that attending the Accelerating Health Equity Conference will also directly influence my work on [PROJECT NAME]. When I return from the conference, I will share fresh ideas and takeaways with our team, including several that I’m sure we can begin implementing immediately. 

I’ve broken down the estimated cost of my attendance at the Accelerating Health Equity Conference:  
Airfare/Transportation: $, IF APPLICABLE  
Hotel/Food: $, IF APPLICABLE  
Registration Fee: $ 
Add-On Experiences: $, IF APPLICABLE   
TOTAL: $   
With the number of attendees growing on an annual basis, I think that this is definitely the place to be for anyone engaged in the work we do. Attending this conference will position me and [ORGANIZATION NAME] to lead the conversations and collaborations taking place to improve health equity in our community and throughout the country.
Thank you for taking the time to review this request. I look forward to hearing from you and am happy to answer any questions you may have.  
Best,  
[YOUR NAME]  
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