
 

 

 

 

 

 

SAMPLE ATTENDANCE JUSTIFICATION LETTER 

Use the sample letter below as a starting point for putting together your request for attendance. 

Simply copy and paste the document into an email or Word document and personalise it as 

required. This letter will help outline the value that attending the ICID/Irrigation Australia conference 

provides not just to you as an irrigation and water professional but to your entire organisation. 

Dear [insert name] 

I would like to request approval to attend the 24th ICID International Congress combined with 
Irrigation Australia’s International Conference and Exhibition 2020 to be held 22 – 24 September 
2020 in Sydney, Australia.  

This significant event is expected to gather over 1500 delegates and 2000 exhibition visitors from 
60+ countries. 

This event will provide me with an opportunity to share and learn best practices and network with 
a wide range of industry experts and peers from Australia and all over the world in a single trip. 

Irrigation Australia is the peak national organisation representing the Australian irrigation industry 
in all sectors from water users, consultants, designers and installers through to educational 
institutions, government, manufacturers and retailers.  The Irrigation Australia biennial conference 
is partnering with the Irrigation Commission on Irrigation & Drainage (ICID) Congress for the first 
time and the event is expected to be the largest irrigation event ever held in the southern 
hemisphere.  

Because the combined conference and exhibition is a unique one-off event with many opportunities 
to participate in both international and domestic sessions and workshops, this will be a great 
opportunity to further my professional development.  

 [If the climate change theme relates directly or indirectly to your work, add a sentence to 
describe this.] I can attend sessions such as [insert applicable session names here; view 
submitted sessions https://www.icid2020.com.au/program-outline/that are directly applicable to 
my work and to our company. Irrigation professionals, academics and researchers from around 
the world will be presenting their case studies, results, and lessons learned. [Insert text here if 
you have submitted your own abstract and/or can showcase your organisation!] Not only 
will I be able to learn from those experiences and gain new ideas and techniques, but I will also be 
able to meet and interact with these high-level irrigation experts and other local participants with 
whom our company could collaborate in the future. 

There will also be training and technical tours available and I am particularly interested in [insert 
course or visit name], because [describe how it relates to your work]. 

The registration fee for this event is [see sample expenses table or registration form]. 

The networking and learning opportunities will continue long after the ICID/IAL conference & 
exhibition and congress is over. I seek approval for the registration fee plus travel costs. For your 
convenience, I have attached an estimated breakdown of the anticipated expenses. 

Thank you in advance for your consideration and please let me know if you would like additional 
information about this event  

https://www.icid2020.com.au/program-outline/


 

Regards, 

(Insert Name) 

 

 

OUTLINE THE BENEFITS 
 

You may need to provide your supervisor/manager with the benefits of attending the 

conference to assist in their determination to justify the investment in your professional 

development and also to understand the benefit for them in investing in you. 

 

It is worthwhile to align the potential outcomes of your attendance at the conference to key 

company benefits. 

 

Think about how your own skills and knowledge development might benefit your organisation 

ensuring these benefits are tangible and specific to your organisation’s needs.  

 

Ask yourself: 

1. How will learning about the various topics and sub-themes at the conference improve 

the way you perform your role and the value you bring to it 

2. What are the opportunities at the conference that will enable you to learn about a 

diverse range of innovative solutions for irrigation and drainage management and its 

challenges? 

3. How can networking and developing new business relationships with industry 

professionals benefit you in your role. 

 

Aligning your organisation’s values to the potential outcomes is helpful in the decision-making 

process. 

 

It is important to remember that there will be a few additional expenses that come along with 

attending a conference, especially if you are travelling interstate or overseas.  To help you 

work out some of these expenses we’ve provided a table below to assist you with this.  

 

Investigate your organisation’s professional development and marketing budgets. There may 

be an opportunity if you position your justification appropriately to utilise funds from these 

budgets. 

 

Also consider that self-education expenses may be tax deductable.  

  



 

SAMPLE EXPENSES TABLE 
 

To demonstrate a valuable return on investment, you should reinforce the long-term value of your 
conference expenses to your organisation. To help you calculate your conference expenses, 
complete and share the cost worksheet below with your management to obtain approval. 

  

 

Registration fee 

Refer:  
https://www.icid2020.com.au/registration/ 

Early bird non-member rate (until 22 
May 2020): 
Regular non-member rate (after 22 May 
2020):  

$ 

Courses, visits, and other fees 

https://www.icid2020.com.au/technical-
tours/ 

Technical visits range from US$xxxxxx, 
and an Outback Spectacular Dinner 
ticket is AUD165 US$105 plus GST. 
See the registration form for details and 
other events. 

$ 

Airfare $ 

Accommodation 
Special rate: $xxxxx + tax. Book the 
conference discounted rate through the 
online registration system. 

$ 

Transportation: Airport to Hotel / Hotel to 
Airport 

Taxis: AUD35 - 45 approximately from 
airport to ICC one way; Train from ICC 
to Darling Harbour approx. AUD18 - 20  

$ 

Food Per Day 

Coffee breaks and lunches are included 
for the conference days you have 
registered for. If you purchase an 
Outback Spectacular Dinner ticket, that 
will cover dinner on Wednesday. (If 
taking a technical tour, lunch is included 
for those day(s) as well.) 

$ 

Visa Fees if coming from overseas 
Apply early! Visas can take weeks to 
months to process. Check your local 
embassy for rates and instructions. 

$ 

Total $ 

https://www.icid2020.com.au/registration/
https://www.icid2020.com.au/technical-tours/
https://www.icid2020.com.au/technical-tours/

