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2027 Conference Justification Toolkit
A practical approval package for agency-funded attendance
	DATES
	March 30–April 2, 2027

	LOCATION
	Nashville, Tennessee

	THEME
	Amplify LeadHERship: Every Voice. Every Leader. Every Impact.


Lead. Mentor. Inspire.

How to Use This Toolkit
This toolkit is designed to help law enforcement professionals make a concise, agency-centered case for attending the 2027 NAWLEE Annual Conference. 
Complete only the sections required by your agency, then submit the selected pages with the conference agenda, registration information, and any required travel forms.
The full conference agenda will be available mid-November 2026. 
Customization reminder
Delete instructions and unused options before submitting. Replace general statements with specific agency needs whenever possible. A short, concrete request is usually more persuasive than a longer request that does not identify intended results.

CUSTOMIZABLE LETTER
Request for Approval to Attend
[Date]
[Supervisor Name & Title]
[Agency or Organization]

Dear [Supervisor Name]:

I respectfully request approval for official time and funding to attend the 2027 National Association of Women Law Enforcement Executives Annual Conference, taking place March 30–April 2, 2027, in Nashville, Tennessee. The conference provides three days of concentrated professional training designed for law enforcement leaders and professionals at multiple career stages.
The program’s combination of practitioner-led instruction, peer learning, leadership development, and access to national resources will allow me to identify approaches that can be adapted within our agency. Expected agency benefits include:
Practical law enforcement training. Sessions led by experienced practitioners, researchers, and subject-matter experts will address current and emerging challenges and provide strategies, tools, and examples for agency use.
Leadership and workforce development. The conference supports stronger leadership, communication, mentoring, succession planning, recruitment, retention, and organizational effectiveness.
Peer problem solving. Interaction with professionals from agencies across the country will allow me to compare approaches, identify promising practices, and build contacts who can remain resources after the event.
Access to expertise and resources. The event brings together law enforcement executives, emerging leaders, trainers, researchers, professional organizations, and solution providers in one setting.
The value of participation will extend beyond my individual attendance. This request represents an investment in specialized law enforcement training that can benefit multiple employees and agency functions. By applying the learning to current priorities and sharing relevant information after the conference, I will help extend the return beyond the three days of training.
I respectfully request approval for [official time / registration / travel / lodging / per diem / other authorized expenses]. Thank you for considering this request. I would welcome the opportunity to discuss how the conference aligns with my responsibilities and the agency’s goals.
Respectfully,
[Name]
[Rank or Title]
[Agency]

BUDGET WORKSHEET
Estimated Travel and Training Cost
Enter the best available estimate and cite the rate source when required by agency policy. Update the worksheet before final authorization if rates change.
	Expense
	Calculation
	Estimated cost

	Conference registration
	Rate $__________
	$__________

	Airfare or rail
	Quote or authorized fare
	$__________

	Mileage
	_____ miles × $_____
	$__________

	Lodging
	_____ nights × $_____ + tax
	$__________

	Meals or per diem
	_____ days × $_____
	$__________

	Ground transportation
	Airport, rideshare, taxi, transit, parking
	$__________

	Other authorized costs
	____________________________
	$__________

	Less credits or outside funding
	Scholarship, partner support, other
	($_________)

	TOTAL ESTIMATED AGENCY COST
	
	$__________



Cost controls
☐  Register by the lowest available deadline.
☐  Use the authorized conference hotel rate when cost-effective.
☐  Compare airfare or rail options within policy.
☐  Share ground transportation when appropriate.
☐  Apply meals provided by the conference to per diem calculations.
☐  Use available scholarship, training, grant, or professional development funds.
Funding source
☐  Unit training budget
☐  Agency-wide professional development
☐  Grant funds
☐  Employee professional association funds
☐  Other: ______________________________
All amounts are estimates and remain subject to agency authorization, travel policy, conference terms, and actual rates at booking.
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