SAMPLE LETTER FOR REQUESTING FUNDING
Re: Request of funding to attend the Diabetes UK Professional Conference 2023
26-28 April 
Exhibition Centre Liverpool
Dear ------------
I am writing to you to request funding to support my attendance at the Diabetes UK Professional Conference 2023, which will be held from 26-28 April in Liverpool.
The Diabetes UK Professional Conference is the only event of its kind in the UK run exclusively for healthcare professionals and scientists working in the field of diabetes. It is one of the largest healthcare conferences in the UK and provides delegates with a unique opportunity to: 

• explore different aspects of diabetes 

• hear from a wide range of inspiring speakers 

• learn about the latest research 

• share best practice and network with colleagues 

• add towards continuing professional development (CPD) portfolios. 

The conference programme is arranged in an interdisciplinary manner to allow delegates to both explore issues pertinent to their own area of work and have the opportunity to engage with other professionals outside of their specialism. Plenary sessions will bring delegates together on high-impact, topical issues. The programme is also formatted to group together specialist areas on each day so delegates who can only attend one day can choose the one which is most relevant to them: 

· Wednesday: cancer, clinical care, clinical science, dietitians, primary care, secondary care 
· Thursday: basic science, clinical care, clinical science, foot care, paediatrics, primary care, secondary care 
· Friday: basic science, clinical care, clinical science, secondary care and primary care (essentials course)


Primary care and secondary care are well represented throughout the Conference. 

(note: if there is only sufficient funding to attend one or two days of the Conference, the above list will be helpful as a guide to pick the best day to attend – see the programme on the conference website for further details).


The specific sessions I am interested to attend are:

· Name of the session – Speakers – Content of the session

· Etc.

(note: more information will be available beginning of October on the Programme, Speakers and Chairs, and suggested conference itineraries pages on the website).

My personal objectives in attending the conference are:

· Objective 1

· Etc.

(note: you might want to use the listing of the specific sessions you are interested in to express your objectives – instead of listing your objectives separately).

The costs involved to allow me to attend the Diabetes UK Professional Conference 2023 are as follows:

· Registration fee: one day/3-day – early bird rate etc (State here the relevant rates to you – see the ‘Rates and categories’ webpage) - £
· Travel costs: Return ticket to London - £

· Accommodation costs: Single room BB - £ per night x number of nights 
(note: Our accommodation partner for the 2023 conference is the Liverpool Convention Bureau.  A full list of hotels is available to view and book via our website www.diabetes.org.uk/diabetes-uk-professional-conference/conference-information.  It is advisable to book accommodation as soon as possible.)
– Total £

TOTAL: £

I would be grateful if you would consider supporting my attendance by contributing to expenses that will be incurred.
Thank you in advance for your consideration.
Kind regards,

Signature

Name

Job Title

Department

