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Justification Letter Template

Feel free to use the template below to gain support from your school. Customize it to fit your chapter’s information before sharing it with your administration.  

Dear [SUPERVISOR NAME], 
  
I am interested in bringing student members from [CHAPTER NAME] to Future Business Leaders of America, Inc.’s National Leadership Conference. I would like to get your approval to attend this event in [LOCATION] from [DATES]. Registration is open from [DATES]. 
 
FBLA’s National Leadership Conference is the culminating experience for students who have spent their membership year immersed in leadership development, academic competitions, educational programs, and chapter engagement. 
 
This conference is an opportunity for students to participate in motivational general sessions, train with professional leaders to further their business skills, expand their career plans through workshops, network with individuals from across the globe, explore the Expo Hall full of college admissions and military recruiters, and prove that they are the best in the nation amongst states and territories in their competitive event.   
 
I am also excited to attend the professional development opportunities designed for CTE teachers to explore new trends in the field and share best practices. I believe that attending this event will allow both myself and the students that accompany me to grow both personally and professionally, develop leadership skills, and gain new perspectives.  
 
For your convenience, I have included a breakdown of how much it will cost for me and my students to attend. [*Remove if parents covering costs.] 
 
· Registration Fee: [INSERT COST]  
· Airfare/Travel: [INSERT COST]  
· Hotel: [INSERT COST] 
· Additional Expenses: [INSERT COSTS] 
· Approximate Total: [CALCULATE TOTAL COST]  
  
To ensure this experience benefits the entire chapter, the students in attendance will deliver a presentation for those unable to attend sharing what they learned. They will also create an action plan that incorporates the tools, resources, and strategies they have discovered so the chapter can start using them right away.  
 
To learn more about the conference, visit https://www.fbla.org/nlc/  
  
Thank you for taking the time to review this request, and I look forward to speaking with you about this opportunity. Please feel free to reach out to me with any questions or concerns I can address. 
Sincerely,    
[YOUR NAME]  
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