
 

Would you like to attend the 2014 Support Conference but funding could be an issue? The MoASBO Support 

Conference Justification Worksheet is here to help. Attending the Support Conference is an educational, 

professional growth and networking opportunity.  You’ll hear discover and learn to implement ideas that 

improve your productivity and sharpen your own professionalism. As you attend sessions and network with 

colleagues, you’ll open you mind to innovative solutions, preparing you and your district for achievements in 

the years to come. 

 

While you already know that attending the conference will be beneficial for you, in reality, may travel and 

training budgets have been greatly reduced.  This means you should be prepared to justify both the time and the 

cost to participate to better ensure a “yes” to your question of attendance.  

  

This Justification Worksheet includes:  

• General tips on attending the conference   

• A Q&A sheet on how you and your school will benefit  

• Conference expenses worksheet  

• Draft justification letter for your decision‐maker  

   

General Tips on Why, How, What, Where and Who in Attending the Annual Conference   

 Focus on what you will specifically bring back to your district as return for the investment.   

 Offer to prepare and deliver a short presentation to your school leaders to share what you learned.  

 Remember, your colleagues also will get the benefits of your attendance.   

 Share the session presentations and handouts with your colleagues. As an attendee, you have access to m

aterials posted by speakers during and after the conference.   

 Come up with a plan that shows who will cover for you while you are attending the conference.   

 Offer to carpool and share a room to reduce travel expenses.  

 

Whenever people make decisions about allocations of resources in organizations, cost versus return on 

investment is always a consideration.  

• Conference Registration*  

• Lodging, a contracted special room rate at Camden on the Lake Resort  

The rooms at Camden are large, you can even find a roommate and share that cost  

http://www.camdenonthelake.com/ 

• Mileage Reimbursement Driving to the Conference? Use MapQuest to calculate distances, then 

multiply miles by your reimbursement rate per mile. 

• Meals, registration to this event includes continental breakfast, lunch and early evening appetizers on 

day one (full day) and continental breakfast for day two (half day).  

 

*Registration includes:  

 Participation in general sessions. 

 Access breakout sessions specific to your role at the District. 

 Access to conference presentations and handouts.  

 Unlimited networking opportunities with people who do the same job you do statewide. 

 Continental breakfast on Monday and Tuesday and lunch and appetizers early evening on 

Monday.  

 Coffee and water during sessions.   

 

 

 

  

  



Sample Letter to Decision‐Maker  

 

< Date >   

  

Dear < supervisor’s name >,   

  

I would like to attend the 2014 MoASBO Support Conference, November 17-18 21, 2014, in Lake Ozark 

Missouri.  The conference is the only professional development opportunity in Missouri tailored specifically to 

school business office support personnel. This conference is the premier event for payroll, finance, purchasing, 

human resource and other school business office support team members. This year’s conference will be held at 

Camden on the Lake. 

 

The general session focus this conference is on personality types as well as key motivators that drive behaviors. 

As the session title implies “It takes all kinds” to support school business operations.  Learning such provides an 

opportunity to learn more about myself and my co-worker with a goal to create harmony and improve 

communication within the workplace. The breakout sessions are designed to improve attendee’s knowledge in 

job specific roles. Each session is facilitated by peers and or experts in the school business arena who have 

worked with similar challenges and are able to provide tactics that can be implemented at our school district.  

 

In addition to the sessions, attending will allow me to network with a variety of support staff 

professionals from across the state to discuss best practices in their schools.  A detailed cost breakdown is 

included below:  

 

Cost breakdown 

Registration Fee *:

Hotel: 

Meals:

Mileage (driving to the conference):

     TOTAL  
 

The opportunity for me to develop professionally and gain knowledge in specific areas of <provide  

examples> makes my attendance at the 2014 MoASBO Support Conference essential for my position.  Thank 

you for your consideration for myself and for < name of your school entity> 

 

Sincerely,   

< your name here > 

 

 


