[Date 
Dear [your supervisor’s name]:
I would like to attend the 23ndAnnual Statewide Education Conference of the Georgia Association of School Nurses, July 13-15, in Savannah, GA and I am seeking sponsorship for the registration fee, travel expenses, and lodging expenses.  A cost breakdown is included below.
This conference will enable me to attend education sessions that are directly applicable to my work and fulfill continuing education hour requirements for my nursing license.  It will also make it possible for me to build a professional network with school health experts in Georgia.  

The information, resources and tools I expect to acquire, will provide our (school, school district) and the [insert the population you serve i.e. students at our school, students throughout our district, school nurses serving children throughout the state, etc.] with evidence-based approaches to keeping children healthy and in school so they can learn.  
I’ll be able to attend many plenary sessions.  These sessions will provide information regarding Emergency Awareness, Emergency Preparedness for School, Catastrophic Injuries, Severe Weather and Active Shooter Awareness and Precautions, Cardiac Emergencies, Child Trafficking, Suicide Prevention and Infectious Diseases on the Horizon.  We will collaborate with other school nurses in the state addressing specific health programs, models and tools implemented in the school setting. Approximate continuing education hours are 11 hours for both days of the conference.
Preconference sessions on New to School Nursing, Bladder and Bowel Management Issues, Working Together to Support the Cancer Survivor at School, and Managing Sickle Cell in the School will be available for an additional fee per session.  These sessions are for an additional 3 - 4 continuing education hours each.
A full schedule of sessions will be available with registration.  Please let me know if you want more information at that time. Written materials will be available at the conference and will be tangible references to bring back and share.  
Cost breakdown                                                                                                                                                             
Registration includes Annual GASN Dues, Sylabus, and Welcome Reception: $325 
Roundtrip Mileage: [insert an estimate] Savannah, GA                                                                                                                                                                                                                                                                                                                                                         Lodging: $167 plus tax/night for Hyatt Regency [insert the number of nights] nights
Other expenses: [insert other expenses such as food that you wish to include]
                                                                                                                                                                                                   Total cost: [insert total after completing breakdown above]      

Thank you in advance for your consideration.

Sincerely,
[Your name] [Your title]

