Customizable Letter to Manager 

<Date>
Dear <Manager>:
I would like to attend a workshop called “Key Concepts of Lean in Healthcare,” presented by the acclaimed Lean Enterprise Institute. The workshop will allow me to understand the principles and methods of the “Lean” approach to improving quality and cost in healthcare and in our organization. 
After the workshop, I will be able to teach others in our organization and can help us plan our strategy for Lean, as many leading hospitals are doing.  Additionally, I expect that Lean methods would allow us to <give information on how to improve quality, reduce costs and do more with less, improve patient safety and satisfaction, improve employee engagement, etc.>. 

I am seeking approval for the registration fee, travel expenses to the conference and expenses during the workshop. I wish to attend because <insert compelling argument>.  The total cost for the workshop is <fill in blank>. The detailed cost breakdown is listed in the table below.

<The numbers in brackets below will need to be adjusted to reflect the current pricing. The travel costs vary as well and should be changed to reflect your costs. Breakfasts and lunches for the workshop are included.>
<You will need to insert your travel cost numbers in here>
	Airfare: 
	$

	Transportation: 
	$

	Hotel: 
	$

	Meals: 
	$

	Workshop Fee: 
	$1600

	Total Cost:
	$


Content from this workshop would give me some knowledge in areas of <fill in topic areas from the course description> that could immediately be put to use with <project(s) you are working on>. 

The workshop is presented by Mark Graban, an expert coach and educator about Lean in healthcare. He is the author of the award-winning book Lean Hospitals: Improving Quality, Patient Safety, and Employee Satisfaction.  I chose this workshop because <insert projects that directly related to an issue your facility is facing and you are working on right now>. Getting the information in a workshop format will greatly reduce the research time and costs normally incur in researching the topics. The networking with other healthcare professionals and participation in interactive discussions and exercises will accelerate my learning.
The opportunity for me to develop better contacts with industry experts and to gain knowledge about the Lean methodology makes my attendance at this workshop a wise investment, which will yield rich dividends for <your organization>.
Sincerely,

<Name>
Do you have feedback on this letter? Please email info@lean.org.

