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Attendee Justification Letter

For your convenience, we have created a justi cation letter template. Simply copy this letter, Il in
the bold areas of text, and provide it to your supervisor for approval.

The general template will get you started. Feel free to customize it with your own voice and the
speci ¢ heeds of your organization

<date>
Dear <supervisor's name>:

I would like to attend NCMA's 40th Annual Government Contract Management Symposium,
December 2— 3, 2021. The symposium will enable me to attend several engaging education sessions
that are directly applicable to my work and will allow me to interact with a variety of contract
management experts and colleagues from across the country.

| will also have an opportunity to attend the traditional GCMS conference with breakout sessions on
an array of contracting skills or a two-day, immersive, team problem-solving challenge in a future
scenario.

Many of the presentations are tailored to the <insert your area of focus> profession and give
information on how to <insert list bene ts to your responsibilities>. Additionally, | have the
opportunity to earn up to 30 CPE/CLP credits for participating in the live and on-demand training.

After reviewing the agenda, | have identi ed several education sessions that will allow me to gain
knowledge and understanding about how we can improve our processes.

<Insert the track titles or session selections that most apply to your responsibilities.>
The opportunity to develop my network and gain knowledge in <insert your area of focus> makes

my attendance at NCMA's 40th Annual Government Contract Management Symposium an excellent
investment for <insert name of your organization>.

Sincerely,
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