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2027 Women’s Leadership Forum Justification Toolkit
Women’s Leadership Forum
Building Bridges: Leading with Courage, Connecting with Purpose
January 25-27, 2027 | Portland, Oregon
Conference budgets are under scrutiny at most institutions right now, and a request to attend a professional development event doesn't sell itself. This toolkit is designed to help you — or a colleague you supervise — build a clear, specific case to attend the 2027 WACUBO Women's Leadership Forum (WLF), and to close the loop afterward by documenting what the institution got in return.
The tools below will help you identify the specific value of attendance, calculate the full cost, draft a request to your manager, and capture return on investment once you're back.
UNDERSTANDING THE BENEFITS
The hardest benefit to quantify is often the most valuable one: networking, the exchange of best practices, and relationship-building across peer institutions. When you propose attending a conference, don't focus on how much you want to go — focus on what you will specifically bring back to the institution.
Details that demonstrate added value include:
1. Session Content | Industry-related knowledge, tools, or processes you can bring back and share with colleagues.
1. Peer Contacts | Meeting other institutions or service providers working on problems similar to yours.
1. Best Practices | Subject-matter experts speak to trends that will benefit you in the near term.
1. Professional Development | Workshops build skills your team currently lacks or needs to strengthen. 
Toolkit Includes:
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· 
· Estimated Expenses Worksheet
· Justification Letter
· Post-Event ROI Report

Benefits Worksheet
Use this worksheet as a starting point and tailor it to your own role and institutional priorities. 
	Organizational Benefit
	Specific Sessions & Value to Your Institution

	Leadership Growth
	WLF focuses directly on developing leadership presence, resilience, and decision-making under pressure. These skills can be applied immediately in your current role and as you take on additional responsibility.

	Change Management & AI Readiness
	Sessions on leading through change, and on practical AI applications in day-to-day higher-ed operations, will afford you a benchmark for your current approach against peer institutions and bring back concrete tools rather than general concepts.

	Peer Networking
	WLF draws business officers and higher-ed leaders from across the WACUBO region. Structured networking (welcome reception, networking dinners, a dedicated networking break) allows for relationship-building among peers with which you can lean into for advice with recurring institutional challenges.

	Certified Professional Credits
	WLF offers certified professional credits (CPEs) for participants. Typically, up to 11.5 credits are available for the event; final credit amount to be determined.

	Knowledge Management
	Upon return, you can summarize key takeaways and action items using a structured post-conference report included in this toolkit, demonstrated the added value of extending the benefit of attendance beyond the individual attendee.




We invite you to use these resources and share with colleagues.  Please reach out to WACUBO at office@wacubo.org with any questions.
· 


UNDERSTANDING YOUR CONFERENCE EXPENSES
Before you can justify the expense, you first need to identify the actual cost involved. Use the worksheet below to help capture the cost.
	Expense
	Guideline
	Cost

	Registration Fee
	Member | Early Registration Rate
Member | Registration Rate
Non-Member Rate
	$

	Roundtrip Flight / Drive
	Estimate via your institution's travel provider or with the internet. 
Event location: Portland, OR (PDX).
	$

	Ground Transportation
	To/from airport and hotel.
	$

	Hotel
	Event hotel is The Benson Hotel. WLF conference rate start at $139/night (taxes not included).
	$

	Mileage Reimbursement
	If driving, use your institution's mileage rate and MapQuest distance.
	$

	Parking Reimbursement
	At airport or hotel, per your institution's policy.
	$

	Meals
	Confirm which meals are included in registration (breakfasts and lunches are typically included; verify against the final agenda).
	$

	Subtotal (a)
	$

	Number of Employees Attending (b)
	

	Total (a × b)
	$





JUSTIFICATION LETTER TO MANAGEMENT
After completing the worksheets above, incorporate the content into the template below. This is sample text — customize freely.
Subject: Request to Attend the 2027 WACUBO Women's Leadership Forum
Dear [Recipient's Name],
I would like to formally request approval to attend the WACUBO Women's Leadership Forum (WLF), Building Bridges: Leading with Courage, Connecting with Purpose, held January 25 – 27, 2027 at The Benson Hotel in Portland, OR. This three-day event brings together business officers and higher-education leaders from across the WACUBO region for keynotes, panel discussions, and skills-based sessions.
Attending WLF aligns with our institutional goals by strengthening my leadership capabilities and equipping me to help lead our office through ongoing change. Sessions directly relevant to our current priorities include: 
1. A pre-conference workshop on leading teams through organizational change.
1. A keynote on activating potential and leadership readiness in higher education.
1. Breakout sessions on building leadership competency frameworks and on practical, everyday applications of AI in higher-ed operations.
1. A keynote on building resilience and sustaining high performance under pressure.
I am particularly interested in sessions focused on [insert specific topics you want to prioritize, e.g., change management or AI adoption], which support my role in [insert your role/responsibilities]. These insights will help me strengthen how our office manages change and supports the broader institution.
I will document key takeaways and share a post-conference briefing with [my team/department] to ensure the benefit of attendance extends beyond me individually.
I estimate the total cost of attendance to be approximately [$total from Expense Worksheet], broken down as follows:
1. Registration: [$xxxx]
1. Roundtrip Airfare: [$xxxx]
1. Ground Transportation: [$xxxx]
1. Hotel: [$xxxx]
1. Meals: [$xxxx]
1. Total: [$xxxx]
This event counts toward continuing professional education (CPE) credit. WACUBO is registered with NASBA as a Group program sponsor, which supports my ongoing professional development record.
Thank you for considering this request. I'm confident that attending will strengthen my contributions to our team and support our institution's leadership development goals.
Best regards,
[Your Full Name]
[Your Title]


POST-CONFERENCE ROI REPORT
Complete one block below for each session you attend, then share the completed report with your manager and team. This closes the loop on the justification above by documenting the actual return on the institution's investment.
Session Notes (repeat for each session attended)
	Session Title
	

	Presenter(s)
	

	Session Summary
	[Summarize the session in your own words.]

	Major Takeaways
	[Concepts, techniques, or tips learned or reinforced.]

	Action Items Identified
	[Actions to pursue within our office/institution.]

	Estimated Return on Investment
	[If possible, estimate time or cost savings from implementing the actions above.]


Professional Contacts
Include contact information for presenters, attendees, and peer institutions worth following up with.
	Name
	

	Institution / Role
	

	Contact Details
	

	Discussion Description
	[What we discussed and why it's worth following up.]


Overall Summary for Leadership
[2–3 sentences summarizing the most valuable outcomes of attendance, the specific actions you plan to pursue, and any estimated cost savings, process improvements, or risk reductions that resulted.]
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