<Date>
<Your address>
Dear <Name>
I am the parent of <child’s name>, a client of <Regional Center>, and <service coordinator’s name> is my service coordinator. I am requesting support to attend the <event name and reason for attending>.

(For example: 37th National Down Syndrome Congress’ National Convention July 31-August 2, 2009 in Sacramento, CA.  This conference is hosted in a different state each year, 2009 being in California provides a unique opportunity to attend this annual conference.  I know that the information provided will be essential in helping my child grow and develop through this next year.
OR

Down Syndrome Education Conference November 5-7, 2009 in Newport Beach, CA.  This conference is being held by Down Syndrome Education International, a leading research foundation based in England.  This is the first time their researchers have come to speak in the United States.  The unique conference will cover motor, cognitive, social, language, literacy and numeracy development from birth, presenting up-to-date overviews of current knowledge and illustrating evidence-based, effective teaching techniques and approaches for people with Down syndrome.  I know that this information is essential in helping my child grow and develop.)
I am active in the disability community and the opportunity to network with state and national authorities on Down syndrome will enhance my ability to advocate for my child and continue as a change agent locally and in California. 

The expenses are as follows:

Air Roundtrip <list your airline including departure and arrival cities>
<include a website so they can find the same airfare>
$000.00
Ground Transportation (roundtrip airport to hotel or rental car)

<include a website so they can find the same shuttle/rental rate>
$00.00

Own Vehicle 
(must include copy of driver’s license [block ID number] and proof of insurance.  Include a copy of the roundtrip miles, this is door-to-door milage and can be found at any mapping website – maps.google.com)
Parking (contact hotel for daily rate)
$00.00


Conference Registration 
<include a website so they can find the same registration fee>
$000.00

Hotel

<include a website so they can find the same hotel fee>
$000.00/per night

Staying # nights

Hotel Total: $000.00
Meals


Breakfast

Lunch


Dinner


Daily Total
<date> 







$18


$18.00

<date>


provided

provided

$18


$18.00 

Meals Total










$54.00

Request Total: $

I have been successful in acquiring the following contributions:  

· List here what you have been successful in acquiring 
· Also include that your personal contribution is such as 2 days off work.








Sincerely,
<Your Name>
