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How to Justify Attendance – NIGP Forum 2018 – Feel the Rhythm

What is the NIGP Forum?

The largest North American educational conference exclusively for individuals in public procurement. This is a once-a-year
opportunity to engage in professional development and jam with more than 1,000 public professionals and the supplier
community. 

The face-to-face education and networking opportunities pump up the volume on the best practices and help you find
more efficient ways to do your job and stay current on issues that your organization faces every day.

General Tips

Things to consider to create a positive organization ROI resulting from your attendance:

• Focus on what you will bring back to your agency as a Return on Investment (ROI)
• Commit to preparing a report on the things you learned
• Deliver a presentation and Q & A to colleagues to share what you learned – use handouts from the presentations
• Point out that Forum offers 18 contact hours if you are working toward earning a certification
• Have a plan ready on who will cover you while you are at the conference
• Explore the registration fee options
• Review session topics and identify sessions you need to attend
• Take a look at the exhibitor list. Are there products or services your organization needs to learn more about?

Attendance Justification Toolkit  
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How to Justify Attendance – What Attendees Say

“I return refreshed and energized to implement new ideas, tweak existing procedures and add value to
the procurement processes in my workplace.”
– Maija Lampinen, CPPB, Port of Everett, WA

Reasons why your agency should send you to Forum

• Jam with 1,000+ public procurement agents from the United States and Canada

• Meet 225+ suppliers showcasing a symphony of products

• Attend 70+ Educational Workshops

• Earn 18+ Contact Hours

“I would encourage anyone who has never attended Forum to attend to experience what NIGP has to
offer for training and resources to help us provide value to our employers.”
Theresa Dobersztyn, C.P.M., CPPB, Kane County, Geneva, IL
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How to Justify Attendance – Sample Expense Estimate Worksheet

EXPENSE

Forum Registration

Flight

Mileage Reimbursement
(i.e. from home to airport)

Driving to Conference

Transportation from
airport to hotel

Lodging

Parking

Food

Pre Forum Seminars 
(optional)

TOTAL INVESTMENT
PER ATTENDEE

GUIDELINE

Nashville International Airport (BNA) is
approximately 20 minutes from the
contracted hotel

Calculate distances using Mapquest and
multiply by IRS reimbursement rates
(currently 54.5 cents)

Calculate distances using Mapquest and
multiply by IRS reimbursement rates
(currently 54.5 cents)

Shuttle service for NIGP Forum attendees 
$19 one way/$38 round trip. Check additional
ground transportation options/rates on
Forum website.

Stay at the contracted hotel to receive
special NIGP rate; be sure to include taxes.  

Airport parking or hotel parking if driving.
Hotel parking is $29 for self-parking and $38
for valet parking.

Take advantage of additional educational
opportunities by attending pre-forum
seminars

MONEY SAVING TIPS

Choose a conference only package if you don't
intend to attend meal functions (added savings to
your agency).  Full conference registrations receive
$75 off during earlybird registration.

Book flights early; compare fares by using websites
like Kayak.com; Orbitz.com, etc.

Share a ride with a colleague; find out who in your
area is attending by asking on the Forum community
discussion group

Share a ride with a colleague; find out who in your
area is attending by asking on the Forum community
discussion group

Share a ride with a colleague; find out who in your
area is attending by asking on the Forum community
discussion group

Seek out a roommate to share expenses

Use economy parking lots at the airport; self-park at
the hotel

Purchase a full registration that includes two
breakfasts, one lunch and one dinner.

Register 60 days in advance to receive early bird
discounts

COST

$

$

$

$

$

$

$

$

$
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How to Justify Attendance – Justification Letter Template

Date ______

Dear (Supervisor’s Name) _______________________

I would like to request approval to attend the NIGP Forum on August 19 – August 22 in Nashville, Tennessee.

The conference will enable me to attend a number of educational sessions that are directly applicable to my work and
will allow me to network with over 1,000 public procurement colleagues from around the world. My participation will
allow me the opportunity to expand my procurement knowledge and give me the tools and resources to enhance my
performance.

After reviewing the program, I have identified the sessions that I feel are most relevant and would provide the most
value to my professional growth.

I am seeking support of my attendance to this meeting which would include registration fees, travel expenses and
hotel accommodations. A detailed cost breakdown is attached. I anticipate the total expense to be approximately
$____________.

Attending the NIGP Forum will enhance my competencies and allow me to bring additional value to our agency and
the taxpayers we serve with the knowledge I will gain.

Thank you for supporting my attendance at the NIGP Forum.

Sincerely,
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NASHVILLE TRIVIA

“The Athens of the South”
Since 1897 the only exact replica of the Greek
Parthenon has been standing in Centennial Park.

The Seeing Eye, Inc.
In 1928 Morris Frank, a visually impaired
Vanderbilt University student brought the
first service dog to the United States and
founded The Seeing Eye, Inc. in Nashville.

Goo Goo Clusters
The first combination candy bar created in 1912.

The “Batman” Building
The AT&T Tower is the largest building in
Tennessee and is called “Batman” because
the two towers look like the caped
crusader’s ears.

Country Music Hall of Fame and Museum
Houses country music’s deep-rooted history.
From the air, the building looks like a bass
clef. One end of the building features an
RKO-style antenna and the windows
resemble a piano keyboard.


