To: 
<manager’s name>
From:   <enter your name>
Date:    <insert date>
Dear <enter manager’s name>:
I would like to attend the upcoming 35th Annual Meeting of the American Society of Hand Therapists (ASHT) taking place October 18-21, in San Diego, California.

The ASHT Annual Meeting will give me immediate takeaways that are directly applicable to my role on the <project(s) you are working on>. The ASHT Annual Meeting is designed to give Hand Therapists what we need right now to ensure our program’s success and I will have the opportunity to earn up to 26
 CE contact hours.
Sessions are organized into educational tracks and I will be able to mix and match sessions to obtain the education that’s best for me and for our facility. The tracks cover information on basic practice, advances for the seasoned therapist, clinical considerations, the Business of Hand Therapy, and global contributions. 

The content on the program promotes evidence-based practice concepts, with both national and international experts, and will include topics such as: orthotics/splinting; documentation, coding, and reimbursement issues; the latest evidence-based research ranging from prospective studies through case studies; advocacy for hand therapy; and anatomy/surgery. 

Upon the completion of the Annual Meeting, I will be able to:

· Apply evidence-based practice through the latest research in hand therapy and surgery

· Apply clinical practice skills, based on studied outcomes of techniques and procedures 

· Evaluate strategies and clinical ideas to improve patient outcomes 

· Demonstrate knowledge regarding state of the art equipment and materials used for patient evaluation and treatment 

· Utilize proper documentation and coding to maximize reimbursement 

The approximate breakdown of meeting costs is: <In this section, you will need to insert your estimated travel expenses.> 
Early registration fee: $____ (visit www.ashtannualmeeting.com for registration fee information)
Airfare/Train/Car: <insert estimate flight or train/auto expenses>
Transportation: <insert estimate> Note: The Sheraton San Diego Hotel offers a complimentary shuttle service from the san Diego International Airport to the Hotel.  
Hotel: <insert estimate based on $189 per night plus taxes (currently 12.565%)> For the full meeting, you should plan to include at least three nights’ hote, 4 nights if attending the pre-conference Institutes>
Meals: <insert estimate> (This cost is in addition to the complimentary lunches, breaks, and receptions that are  included in the registration fee)
Total estimated costs for this educational meeting: __________.
I will submit a written report post-meeting that will include summaries, major takeaway concepts, techniques or tips and action items for each of the sessions that I attend during the meeting. In addition, I would be happy to give brief presentations to departmental colleagues or other groups within our facility.

If you would like more information on ASHT and/or the Annual Meeting, please visit www.asht.org or www.ashtannualmeeting.com 
Thank you. I look forward to your reply.

Sincerely,

<Your name here>
Education Proposal








� The American Society of Hand Therapists is an approved provider of continuing education for both the American Occupational Therapy Association (AOTA) and the National Athletic Trainers’ Association (NATA). Additionally, ASHT’s Annual Meeting may fulfill PT certification requirements and CE hours may be sent to the HTCC for CHT CE. Total CE offered is based on the final program and is subject to change.








