[DATE]

Dear [ENTER BOSS’S NAME],

Subject: Conference Attendance Approval Request- 2022 Student Mental Health Congress
I am writing to request your approval to attend the 2022 Student Mental Health Congress, taking place October 26-28 in Houston, TX.
The SMH-2022 offers strategies, based on research and reality, to protect youth mental health and the mental health of all school personnel. [insert school’s name].
I will join other delegates from all over the country representing every sector of society to present a comprehensive overview of prevention, preparedness, response, & recovery. Topics will include tabletop exercise workshops, role playing breakout sessions, and drills & exercises using best practices.
I’ll have access to experts, educators, and first responders involved with some of the actual events that shocked our nation.  

I’ll be able to choose from over 4 dozen breakout sessions and 16 workshops, tailoring my schedule to get exactly the information I need. For example, I plan to focus on:
· Create positive, safe, and affirming school environments.

· Expand social and emotional learning programs in our school [insert school name]
· Learn how to recognize signs of changes in mental and physical health among students.

· Provide a continuum of supports to meet student mental health needs.

I will be able to participate in the following Role-playing sessions:

· Promote: enrolling and retaining eligible children in Medicaid and CHIP (Children Health Insurance Program), so that children have health coverage that includes behavioral health services.

· Protect: students with higher needs and those at higher risk of mental health challenges.

· Expand: school-based mental health workforce.

· Support: mental health of all school personnel.

I have attached an outline of the sessions I plan to attend. [attach sessions worksheet].

Many of these tabletop exercises, workshops, case studies and sessions at SMH 2022 are clearly aligned with our goals-or specifically address some of our biggest challenges. 

In addition, after reviewing the speaker bios, I’d like to meet and learn best practices concerning school safety, and to find out what are they doing—or not doing. [attach Speakers List] and also attached some [quotes] from them. We can apply those practices to [insert school’s name].In short, I will learn new strategies and solutions that will improve our school safety. 

My projected costs for attending SMH-2022 are [insert cost from worksheet]. This includes registration, transportation, lodging, events, and meals. This estimate assumes that I register by July 27, 2022, to receive the discounted rate for early registration.

You can learn more about the event at smhcongress.com.
Sending more than one person to the conference insures that we’ll be able to get to all of the breakout sessions and share our knowledge when we return to the [insert school’s name]. SMH-2022 is offering a special discount for teams. We can send up to 5 people for the price of 4 or 8 people for the price of 6 or 11 people for the price of 8 or 14 for the price of 10.

I hope you will consider my request and grant me approval to attend. 
Thank you for your consideration.

Sincerely,

[Your Name]
