Sample WIOA Professional-Development Request Memo
Disclaimer: This example is for guidance only and provided as a model for internal requests. Use this worksheet to prepare your justification. Submit it according to your organization’s approval process before registering for the conference.
To: {Supervisor / Grant Manager}
From: {Your Name and Title}
Subject: Professional Development Attendance – NCPN Connect 2026
Purpose: To request approval to attend NCPN Connect 2026 and use allowable professional-development funds.
Event Details: NCPN Connect 2026
Dates: Feb 18–20, 2026
Location: New Orleans, LA
Host: CORD/NCPN
Connection to Program Goals:
Explain how attending will help improve outcomes, strengthen employer engagement, or support staff training objectives.
																																																

	Items
	Estimated Cost
	*Funding Source

	Registration 
	$
	

	Travel & Lodging
	$
	

	Lodging
	$
	

	Meals/Per Diem
	$
	

	Total
	
	


*Note: Indicate your expected funding source (Perkins, Perkins Reserve, WIOA, or Local Professional Development) as appropriate for your institution.
Tip: Attach your registration confirmation and agenda to support your request.
