Sample Justification Letter – Individual
Dear (Approver’s Name),
I am writing to request approval to attend the 2026 Aspire & Advance Conference, taking place July 23-24, 2026 at the 737 Gateway Idea Center in Columbia, S.C. 
This conference brings together higher education professionals from across the Palmetto State to kick off the 2026–2027 academic year with inspiring workshops, meaningful conversations and engaging team-building experiences designed to support professional growth. 
The event is focused on using the theme of curiosity to innovate in both our personal and professional lives. Sessions will focus on skill building, change management and thinking outside the box. These areas strongly align with our priorities and will support our continued efforts to adapt, innovate and evolve our student experience.
(SAAS Staff use: Student Affairs and Academic Support staff can take advantage of priority registration for this exciting conference opens beginning April 1 at no cost to attend.)
(USC employees (non-SAAS) use: General registration for this great conference opens April 13 and costs just $70 to attend one of the two days.)
(Non-USC employees use: General registration for this great conference opens April 13 and costs just $80 to attend one of the two days.)
Taking part in Aspire & Advance is a cost-effective professional development opportunity for myself and our staff. Because the conference is located on USC’s historic Columbia campus, expenses will be minimal while still providing access to high-quality learning and statewide networking opportunities that will benefit us long after the conference is over.
By attending, I will bring back strategies, tools, and connections that can directly inform our work and enhance (institution/department name)’s innovation thinking and capacity to serve students effectively.
Thank you for considering this request. I would be happy to discuss how my participation in this conference aligns with our goals and priorities.
Sincerely,
(Your Name)


Sample Justification Letter – Team
Dear (Approver’s Name),
I am writing to request approval for our team to attend the 2026 Aspire & Advance Conference, taking place July 23-24, 2026 at the 737 Gateway Idea Center in Columbia, S.C. 
This conference brings together higher education professionals from across the Palmetto State to kick off the 2026–2027 academic year with inspiring workshops, meaningful conversations and engaging team-building experiences designed to support professional growth.
Centered on the theme of curiosity as a driver of innovation, the conference will offer sessions focused on skill building, change management and creative problem-solving. These topics directly align with our department’s goals to strengthen innovation, adaptability and student-centered service.
(SAAS Staff use: Student Affairs and Academic Support staff can take advantage of priority registration for this exciting conference opens beginning April 1 at no cost to attend, but team members must register by May 15.)
(USC employees (non-SAAS) use: General registration for this great conference runs April 13 through May 15 and costs just $70 for each team member to attend one of the two days.)
(Non-USC employees use: General registration for this great conference runs April 13 through May 15 and costs just $80 to attend one of the two days.)
Sending our team to Aspire & Advance represents a cost-effective professional development opportunity. Because the conference is located on USC’s historic Columbia campus, travel expenses will be minimal while still providing access to high-quality sessions and valuable networking opportunities.
By attending together, our team will gain shared language, tools and strategies that we can apply to our work for the upcoming year. Participating as a group will also strengthen our team bonds, support collaboration on our priorities and enhance our capacity to serve students effectively.
Thank you for considering this request. I look forward to discussing how this investment in our team’s development supports our goals and contributes to continued success within (institution/department name).
Sincerely,
(Your Name)
