Option 1

[insert date]
Subject: Justification for attendance at the Empowering Nonprofits: a Temple University Conference in Ambler, PA, on Thursday, April 10, 2025
Dear [insert supervisor name],
I am writing to request approval to attend the Empowering Nonprofits conference scheduled to take place on April 10, 2025, at Temple University’s Ambler Campus. The conference will focus on the theme, “Empowering Changemakers, Strengthening Communities” This inaugural conference offers a unique opportunity for professional development, networking, and reflection, to support the nonprofit community. 
1. Expand Networks: The Empowering Nonprofits conference provides a platform to expand our network across the region, facilitating connections with nonprofit professionals who offer valuable insights and perspectives that can enrich our own practices and approaches.
2. Keynote and Specific Tracks: The conference features a keynote session and expert-led workshop sessions that offer tangible takeaways for attendees. These sessions are designed to inspire and inform, providing practical strategies and best practices that can be implemented to address current challenges and enhance our services.
3. Value of Connecting with other Nonprofits: Engaging with other nonprofit organizations is essential for fostering collaboration and knowledge-sharing. The Empowering Nonprofit Conference offers numerous opportunities to connect with colleagues from organizations throughout the nonprofit sector, enabling us to learn from their experiences and successes while also sharing our own expertise.
4. Key Essentials of Nonprofit Work: The conference sessions and discussions will explore critical elements of nonprofit work, including grant writing & budgeting, how to tell our organization’s story, community-centered fundraising and principles of anti-racism. Learning about different strategies and best practices in this area will help us optimize our organization’s mission and  better serve our community. 
5. A Conference with Perks: In addition to the robust content offerings, the Empowering Nonprofits conference also offers a number of perks. Breakfast and lunch are included in the cost of registration, as well as the opportunity to get a free professional headshot and earn continuing educational credits. 
I am requesting approval for the conference registration fee, travel, and related expenses. Conference registration includes full access to the event, workshop sessions and networking opportunities that will help me continue to grow to best support our organization.
Here is the cost breakdown:
· Conference Registration (Before January 22, 2025): $120 (Early Bird Price)
· Ground Transportation/Mileage: < $xxx >
· Meals: $0.00 - breakfast and lunch are included!
· Total: < $xxx >
Upon my return from the conference, I am happy to submit a post-conference report that will include major takeaways from conference sessions and themes as well as recommendations that will help us with our short- and long-term planning. I am confident that my participation in this event will contribute to our ongoing efforts to provide exceptional services and experiences for our organization and community members. Thank you in advance for considering this request.

Sincerely,
< your signature here >


< full name >
< title >
< organization >



Option 2

[insert date]
Subject: Justification for attendance at the Empowering Nonprofits: a Temple University Conference in Ambler, PA, on Thursday, April 10, 2025
Dear [insert supervisor name],
I am writing to request approval to attend the Empowering Nonprofits scheduled to take place on April 10, 2025, at Temple University’s Ambler Campus. The conference will focus on the theme, “Empowering Changemakers, Strengthening Communities” This inaugural conference offers a unique opportunity for professional development, networking, and reflection, to support the nonprofit community.  
I am requesting approval for the conference registration fee and related expenses. Conference registration includes full access to the event, including workshop sessions, networking opportunities that will help me continue to grow to best support our campus, as well as breakfast, lunch, free professional headshots and continuing education credit, and more. 
Here is the cost breakdown: 
· Conference Registration (Before January 22, 2025): $120 (Early Bird Price)
· Ground Transportation/Mileage: < $xxx >
· Meals: $0.00 - breakfast and lunch are included!
· Total: < $xxx >
Upon my return from the conference, I will submit a post-conference report that will include major takeaways from conference sessions and themes as well as recommendations that will help us with our short- and long-term planning. I hope we can meet in the next few weeks to review my attendance and ensure that your expectations are met. Thank you in advance for considering this request. 

Sincerely, 

< your signature here > 


< full name > 

< title >
 
< organization >

