
 

 
Dear [Administrator’s Name] 
 
I'm writing to request approval to attend Spring FORWARD in Palm Springs, California, 
on March 18-20, 2027.  
 
The conference focuses on innovative educational practices and technology integration, 
offering valuable professional development and networking opportunities with educators 
across the state, to share best practices. My attendance will help enhance our school 
community's ability to leverage technology for improved student engagement and 
outcomes.  
 
I am particularly interested in attending [insert tracks(s) and details on WHY you are 
excited for this session].  
 
Registration pricing is as follows:  [Indicate whether you are a member or not] 
 
Early Bird Registration: 
CALIE Member: $399 
Non-Member: $570 
 
Standard Registration 
CALIE Member: $485 
Non-Member: $695 
 
I anticipate travel expenses to be [total amount for hotel, meals and transportation] A 
limited number of discounted rooms will be available at the conference host hotels. 
 
If you have any questions, we can reach out to info@joincalie.org 
 
Thank you for considering my request. I am eager to contribute meaningfully to our 
success and look forward to your response. 
 
 

 

https://joincalie.org/forward
https://joincalie.org/spring-travel/
mailto:info@joincalie.org


 

Alexa, I created three versions that we can put in a folder as part of a 
Conference Justification Toolkit 

 

Version 1: Classroom Educator (Teaching & Learning Focus) 
 

Dear [Administrator’s Name], 

I am requesting approval to attend Spring FORWARD, CALIE’s annual conference, in 
Palm Springs, California on March 18–20, 2027. 

California’s recent investments in professional development and educator support 
reinforce the importance of building educator capacity to improve outcomes for 
students. Spring FORWARD offers focused learning opportunities that help educators 
strengthen instructional practice, increase engagement, support diverse learners, and 
make more intentional decisions about teaching and technology. 

I am particularly interested in attending learning experiences that explore instructional 
innovation, student engagement, and designing learning environments that improve 
outcomes for all learners. I am especially interested in sessions that provide practical 
strategies related to Universal Design for Learning (UDL), accessible instructional 
design, STEAM and interdisciplinary learning, and approaches that help educators 
make more intentional decisions about how technology supports teaching and learning. 
I look forward to identifying ideas and practices that can be implemented in my role and 
shared with colleagues. 

By attending, I plan to: 

●​ Bring back practical strategies and resources for immediate classroom 
implementation 

●​ Share key learning with colleagues through a PLC, staff meeting, or collaborative 
planning session 

●​ Apply new approaches that support student engagement, deeper learning, and 
improved outcomes 

Registration pricing: 
​
Early Bird Registration 
CALIE Member: $399 

 



 

Non-Member: $570 
 
Standard Registration 
CALIE Member: $485 
Non-Member: $695 

Estimated travel expenses:​
[Insert estimate] 

Thank you for considering this request as an investment in educator growth and student 
success. I look forward to bringing back ideas and practices that support our school 
community. 

Sincerely,​
[Your Name] 

 

Version 2: School or District Leader (Funding Investment Focused) 

Dear [Administrator’s Name], 

I am requesting approval to attend Spring FORWARD, CALIE’s annual conference, in 
Palm Springs, California on March 18–20, 2027. 

As California continues investing in educator capacity, student support, literacy, and 
school improvement efforts, I am seeking this opportunity to strengthen my ability to 
support implementation, instructional improvement, and long-term impact across our 
school/district. 

Spring FORWARD is designed for educators and leaders who are responsible for 
turning priorities into practice. The conference focuses on practical approaches, 
implementation examples, and strategies that help schools make more intentional 
decisions about teaching, learning, leadership, and educational technology. 

The learning opportunities offered align to priorities such as: 

●​ Strengthening educator capacity and professional learning 
●​ Supporting LCAP and strategic plan goals 
●​ Improving student outcomes and instructional effectiveness 
●​ Building sustainable systems and implementation practices 
●​ Making more intentional decisions about instructional resources and technology 

 



 

I am particularly interested in attending sessions that support strategic implementation, 
educator capacity building, and sustainable improvement across schools and systems. I 
am especially interested in sessions that explore instructional leadership, approaches to 
strengthening teaching and learning through intentional use of technology, inclusive 
learning design, and examples of how schools are improving outcomes through 
stronger alignment between professional learning, instructional practice, and 
organizational priorities. I look forward to bringing back ideas and recommendations that 
support current initiatives and future planning efforts. 

To maximize the value of attendance, I will: 

●​ Bring back actionable ideas, resources, and examples that can be shared with 
colleagues and leadership teams 

●​ Identify opportunities to strengthen current initiatives or implementation efforts 
●​ Share key takeaways through a staff meeting, PLC, department, or leadership 

team structure 
●​ Develop recommended next steps or resources that support continued 

improvement 

Registration pricing is as follows:​
[Indicate whether you are registering as a member or non-member] 

Early Bird Registration​
CALIE Member: $399​
Non-Member: $570 

Standard Registration​
CALIE Member: $485​
Non-Member: $695 

Estimated travel expenses:​
[Insert estimate] 

Thank you for considering this request as a strategic investment in professional learning 
that extends beyond a single attendee and supports stronger implementation, educator 
growth, and improved outcomes across our school community. 

Sincerely,​
[Your Name] 

 

 



 

Version 3: Special Education and Accessibility (Inclusive Design, Accessibility, 
and Student Support Focus) 

Dear [Administrator’s Name], 

I am requesting approval to attend Spring FORWARD, CALIE’s annual conference, in 
Palm Springs, California on March 18–20, 2027. 

As California continues making historic investments in student support and special 
education, I am seeking this opportunity to strengthen my knowledge and 
implementation of instructional practices that improve access and outcomes for all 
learners. 

A core theme of Spring FORWARD is designing learning environments that recognize 
learner variability and support inclusive, accessible instruction. The conference includes 
learning experiences grounded in Universal Design for Learning (UDL), accessibility, 
and evidence-informed instructional design to help educators create learning 
experiences that reduce barriers and increase meaningful participation for students. 

I am particularly interested in sessions focused on creating more accessible and 
inclusive learning environments that improve outcomes for diverse learners. I am 
especially interested in sessions related to Universal Design for Learning (UDL), 
accessibility, learner variability, executive functioning, inclusive instructional design, 
STEAM access, and approaches that help educators make more intentional decisions 
about how technology can remove barriers and increase participation. I look forward to 
identifying strategies that strengthen access, engagement, and meaningful learning 
opportunities across settings. 

By attending, I plan to: 

●​ Bring back practical strategies that strengthen accessibility and inclusive 
instructional design across classrooms 

●​ Share learning with colleagues through a PLC, department meeting, coaching 
cycle, or staff resource 

●​ Apply UDL principles and accessibility practices to improve student participation, 
independence, and engagement 

●​ Support stronger alignment between instructional decisions and the needs of 
diverse learners 

This professional learning opportunity supports broader school and district priorities 
related to: 

 



 

●​ Inclusive and accessible learning environments 
●​ Strengthening outcomes for students with disabilities and diverse learning needs 
●​ Building educator capacity to proactively design for variability 
●​ Improving access to grade-level learning experiences 

Registration pricing:​
[Member/Non-Member Pricing] 

Estimated travel expenses:​
[Insert estimate] 

Thank you for considering this request as an investment in creating more accessible, 
inclusive, and effective learning experiences for students and strengthening educator 
capacity to meet the needs of all learners. 

Sincerely,​
[Your Name] 
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