Sample Justification Letter

NOTE: This is a suggested NAOSMM template for a letter you can show your employer to enable you to attend the 2008 NAOSMM conference, July 21-25, 2008 in San Antonio, Texas. 
If you decide to use it, please make sure you include your company’s name and the correct prices in the appropriate spaces.
Also, you need to do your homework and find out the costs of transportation to and from your location to San Antonio. You may also want to ask your employer to cover the costs of meals. The cost of a hotel room is $109 per night, plus tax (16.75%).  We look forward to seeing you in San Antonio!
Date 
Dear [name of your supervisor],
I would like to attend the 2008 Conference and Trade Show of the National Association of Scientific Materials Managers (NAOSMM) that will take place in San Antonio, Texas from July 21 to 25, 2008.
I believe that attending this conference will benefit me both personally and professionally, and that [name of your organization] will also benefit because what I will learn will enable me to become a more productive worker and a more valuable asset to [name of your organization].

The NAOSMM Conference is the only national conference that represents science storeroom personnel, lab managers, scientific buyers, safety officers and business managers.  Two days of seminars and educational sessions are followed by a 1 ½ day Trade Show attended by the leading vendors of scientific materials showcasing the latest technology.  Vendors offer money saving discounts only available to show attendees as well as valuable information and contacts for solving product problems.  There will be many opportunities during the week to network with my peers and share experiences with professionals and experts in scientific materials management.

Educational sessions presented at this conference will include career and professional development topics as well as personal development. For instance, recent conferences have included educational sessions on laboratory safety, storeroom management, procurement, chemical waste management, homeland security, regulatory compliance and scientific product overviews. These sessions will directly increase my knowledge of scientific materials management, and will have a positive impact on my performance in [name of organization]. 
The registration fee is only $175, and includes all seminars, Trade Show, general sessions, receptions, evening activities and closing banquet.  Additional costs will be meals, transportation from here to the conference location in San Antonio, TX (insert cost of airfare here), the cost of a hotel room ($109/night plus tax for X nights, or approximately $XXX).  I am happy to prepare a trip report that would include what I learned, whom I met and a plan to incorporate my new knowledge.
The investment costs are minimal considering the benefits that I expect to derive from this conference.  I hope you will agree with me and allow me to attend.
Sincerely,
