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[Date], 2026
[Name]
[Title]
[Address]
[City, State Zip]

Dear [Name],

I would like to request your approval to attend the 2026 Conference for School Nutrition Administrators held by the North Carolina Department of Public Instruction, Office of School Nutrition, taking place October 21-23, 2026, in Durham, North Carolina.

I know our district is focused on making every dollar count right now. That is exactly why I believe this is worth the investment. The 2026 Conference for School Nutrition Administrators is organized and administered by our State Agency, the authority that provides regulatory guidance on school nutrition programs operating the National School Lunch Program, School Breakfast Program, and several other USDA child nutrition programs in North Carolina. They also review our school nutrition program for compliance with state and federal regulations pertaining to these programs. Our State Agency is dedicated to expanding the knowledge and connections of North Carolina school nutrition professionals, and the knowledge and connections I bring back will have a direct positive impact on our program and bottom line.

The value of attending the 2026 Conference for School Nutrition Administrators includes:
· Practical education I can put to work immediately.  The 2026 Conference for School Nutrition Administrators offers more than 18 unique educational sessions covering topics like financial management and budgeting, procurement, leadership and relationship building, menu planning and forecasting, contract management, and resources for new school nutrition program administrators. I will come back with concrete strategies I can apply here.
· Direct access to State Agency staff and partners. The conference will feature booths for asking questions and connecting directly to State Agency staff and partner organizations to help our school nutrition program be successful and compliant. State Agency staff and partner organizations will have educational resources, materials, and information we can use right now to improve our program.
· Professional Standards hours. Attending the 2026 Conference for School Nutrition Administrators allows me to meet my annual training requirements under USDA Professional Standards, at no cost beyond any needs for travel, lodging, and meals. 
· A community of peers facing the same challenges. When school nutrition programs are under pressure, the conversations at this conference matter. I will be able to connect with professionals across our state who are finding real solutions to the same issues we're navigating.

I am committed to making this investment worthwhile for our whole team. I will return with a summary of what I learned, including session notes and any resources that are relevant to our program.

For more information about the 2026 Conference for School Nutrition Administrators, visit https://go.ncdpi.gov/2026-Conference-for-SN-Administrators

Thank you for considering this request. I am happy to answer any questions or talk this through further.

Sincerely,
[Name] [Title]






















This letter is adapted from the version created by the School Nutrition Association for attending their Annual National Conference.
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