Sample Letter to Supervisor 2

[Today’s Date]
Dear [Your Supervisor’s Name],
In order to ensure that I am providing [Your School or District’s Name] and our students with the most up-to-date, evidence-based School Social Work and mental health services, I would like to attend the 61st NYSSSWA State Conference which will be presented by the New York State School Social Workers’ Association taking place November 12 & 13, 2026 at the Ithaca Conference Center in Ithaca, New York    
This conference is an important opportunity for me to get professional development designed specifically for School Social Workers.    By attending, I will be not only be able to learn best practices from experts in the field but also network with colleagues to learn what is working in their schools. 
After reviewing the conference program, I have selected a number of sessions that will provide information and strategies to help me address issues that our district is facing.  Some of the sessions that I plan to attend include:

· [List Session]

· [List Session]

· [List Session]

The conference fee is [$xxx] for NYSSSWA members or [$xxx] for Non-member which includes all keynote addresses and various educational sessions during the conference, continental breakfast for at least 1 day and lunches for both days.   

Costs:   Here is a breakdown of projected conference costs:

Transportation:  $xxx
Hotel:  $328.04 (2 room nights at The Hotel Ithaca)             
Meals:  $xxx
Conference Fee:   $xxx  (Use appropriate fee based on your membership status.)
Estimated Total Cost:  $xxx
Thank you for your consideration of this request.   Please let me know if you have any questions about the conference or my proposal. 
Sincerely, 
[Your Name]
