Volunteer Leader Justification Letter 
Built for IFT Section and Division Volunteers
Best submitted to: Manager, department lead, institution leader, or volunteer sponsor
Primary approval case: professional leadership, member engagement, and community impact
Suggested email subject: Approval request: Attend IFT FIRST in 2027 for [insert specific objective]

[Date]
Dear [Approver Name],
I am requesting approval to attend IFT FIRST in 2027 to combine professional development with targeted leadership work that strengthens [IFT Section/Division] and extends value to the broader food science community.

IFT FIRST will take place July 11-14, 2027, in Chicago. The event brings researchers, suppliers, decision-makers and other food system professionals together to connect scientific learning with real-world applications. I will use the event as a focused working opportunity, built around the priorities below.

Purpose and Intended Outcomes
· Exchange ideas with peer leaders on engagement, programming, and volunteer development
· Recruit or mentor potential contributors and future leaders
· Bring back technical, community or partnership ideas that can support [Section/Division goal]
My proposed agenda will prioritize [specific sessions/topics], [organizations or experts], and [solutions or research areas] that directly support [team, project, program or organizational goal].

Value to [Organization / Institution / Agency]
The benefit extends beyond my individual attendance. I will translate learning and relationships into resources, programs or connections that support both my organization and the IFT community.

What I Will Bring Back
· A volunteer leadership recap and recommended actions
· A list of prospective collaborators, speakers, mentors or volunteers
· Specific ideas for programming, member engagement or cross-community collaboration

Investment Requested
	Registration
	[ $ ]

	Air/Rail or Mileage
	[ $ ]

	Hotel
	[ $ ]

	Local Transportation
	[ $ ]

	Meals / Other
	[ $ ]

	Total Requested
	[ $ ]


Cost-control plan: I will register by [date], use [approved travel policy / official hotel option], and complete bookings within approved limits.

Accountability After the Event
Within [number] business days of returning, I will provide [written debrief/presentation/recommendation memo] to [audience]. I will also document priority follow-ups, recommended actions and any additional evaluation needed. This ensures the investment benefits the broader team, not only the attendee.

Thank you for considering this request. I am available to discuss the proposed agenda, anticipated outcomes and cost estimate.

Sincerely, [Name], [Title / Department], [Organization]
Approval Submission Checklist
Use this checklist with your Justification Letter before submission. The strongest request connects attendance to defined work, shows cost discipline, and commits to specific return deliverables.
☐ Selected the best-fit persona based on the attendee’s primary motivation
☐ Named the project, research question, business priority or community objective
☐ Added specific sessions, topics, organizations, experts or solution areas
☐ Completed the full cost estimate
☐ Explained why in-person access improves efficiency or decision quality
☐ Defined measurable or observable return deliverables
☐ Identified who will receive the post-event debrief
☐ Removed unsupported claims, outdated statistics and generic promotional language

Optional Approval Attachments
The strongest request connects attendance to defined work, shows cost discipline, and commits to specific return deliverables.
☐ Draft agenda or priority topic list
☐ Target exhibitor, expert or stakeholder list
☐ Travel and registration estimate
☐ One-page post-event debrief template
☐ Manager-approved success measures
