Letter Template: Request to Attend SHBC Conference
Date:
Supervisor’s Name:
Dear [Supervisor’s Name],
I am writing to request approval to attend the Speech and Hearing BC (SHBC) Conference, taking place [dates] in [location]. This conference is the premier provincial professional development event for speech‑language pathologists and audiologists in British Columbia and offers targeted, evidence‑based learning that directly supports our organization’s goals and service standards.
The SHBC Conference brings together highly respected clinicians, researchers, and leaders to share practical strategies, current best practices, and emerging research in speech, language, and hearing sciences. Compared with national and international conferences, SHBC offers exceptional value, delivering high‑quality content at a significantly lower cost while remaining highly relevant to practice within BC.
Attending this conference will allow me to strengthen my skills in areas directly applicable to my work with the [specific population/program], enabling me to implement current, evidence‑informed approaches that improve efficiency, outcomes, and quality of care. 
The sessions offered align closely with our organization’s priorities around excellence in service delivery, innovation, and continuous improvement.
By attending the SHBC Conference, I will be able to:
· Apply current best practices and practical clinical tools that enhance service quality and client outcomes
· Learn strategies to improve efficiency, effectiveness, and interprofessional collaboration
· Stay current with regulatory, ethical, and evidence‑based standards of practice
· Network with colleagues across BC and Canada to bring back solutions and ideas that address common service challenges
· Explore new and emerging research relevant to [specific clinical or service area]
To ensure organizational benefit beyond my own professional growth, I will share key learnings and resources with the team through [a summary document, lunch‑and‑learn, presentation, or informal coaching], allowing our program and clients to directly benefit from this investment.
I am requesting approval and support for registration, travel, and accommodation costs to attend the conference. A detailed cost breakdown is provided below:
· Conference registration: ______
· Transportation (round‑trip): ______
· Accommodation: ______
Total estimated investment: ______
I believe attendance at the SHBC Conference represents a cost‑effective investment in professional development that will positively impact our services, support organizational goals, and enhance outcomes for the individuals and families we serve. I would be happy to discuss this request further or provide additional information about the conference agenda.
Thank you for considering my request.
Sincerely,
[Your Name]

