With hospitals tightening their belts even more with the present economy, it is getting more and more difficult to get permission to attend educational conferences.  Therefore, when you do have the opportunity to attend these events, it’s important to acknowledge your thanks to your managers, up to and including the CEO of your facilities.

To that effect, we’d like to share the following sample letter with our membership.  Feel free to just fill in the pertinent information in parenthesis and use it as you see fit to thank your superiors for allowing you to attend KHEA, ASHE, and other educational events.

(DATE)
(NAME)
(TITLE)
(ORGANIZATION)
(CITY, STATE, ZIP)
Dear (NAME), 

Thank you for your support of my participation at the (INSERT NAME) conference.  I wanted to take a moment to share with you how valuable this experience was for me.

(ORGANIZATION  NAME) has always provided me with cutting edge information on regulatory compliance and codes and standards.  This conference was no exception.  We had speakers from (LIST SPEAKERS AND TOPICS).

The conference was more than just a tremendous educational program.  The technical exhibit was a “who’s who” of technology providers and systems integrators all focused on applications to streamline our processes and improve our efficiencies.  The networking opportunities allowed me access to other healthcare engineers, facility managers, construction managers, and safety officers.  We were able to share our challenges and learn what creative solutions they have successfully implemented to improve their service delivery and reliability.

I returned from the conference energized and with renewed motivation, to do my part to assure you that the engineering and facilities management department is committed to creating and optimizing world class healing environments for our patients and their families.

Thanks so much for your confidence and continued support.

Sincerely,

(NAME)
