Sample Letter to Principal or Superintendent
[Insert Date]
Dear [Insert Name],
As a teacher at the district, I’m always looking for ways to improve my skills, better manage my classroom and be a more effective educator.
I recently came across a conference for educators like me sponsored by the California Teachers Association (CTA).  The conference is called the Good Teaching Conference (GTC) and is designed to help teachers improve their skills, better manage their classroom and be more effective educators.  
This conference focuses on what teachers need to know to be successful in the classroom with sessions focusing on classroom management, navigating IEP’s, special education, behavior management, technology, working with colleagues and how to be an effective teacher. 
After reading reviews about the conference and looking at the agenda and topics, I really feel I could benefit from this conference and would be able to immediately apply what I learn to my classroom and help our school community.
The conference is [insert date and location] and starts at 6pm on Friday night, goes all day on Saturday and half day on Sunday. 
Registration for CTA members is only $139.  I’d be getting close to two full days of professional development, opportunities to network with other teachers and access to top educators in the state as the sessions are led by experienced classroom teachers and administrators. 
I’d like to ask the district to fund the registration, hotel, one meal and parking costs as estimated below: 
	Registration 
	$139

	Hotel – 2 nights
	$164/night + Tax for Hyatt Regency SFO (GTC North)
$166/night + Tax for Hyatt Regency Orange County (GTC South)
[insert correct amount based on conference location]

	Dinner on Sat. All other meals are included.
	$40 estimate

	Hotel Parking – Fri-Sun
	$18/day for Hyatt Regency SFO (GTC North)
$19/day for Hyatt Regency Orange County (GTC South)
[insert correct amount based on conference location]

	Total
	$543 plus Hotel Tax for Hyatt Regency SFO (GTC North)
$549 plus Hotel Tax for Hyatt Regency Orange County (GTC South)
[Check the math based on the estimated costs]



These costs are low for an event of this quality with so much content, but perhaps if others attend from our school or the district, we could carpool and share a room which would greatly reduce costs.
I’m really hoping for support from the district to attend as this is a great opportunity to participate in valuable education sessions, gain knowledge and implement best practices in my classroom.
Thank you for your consideration and I hope to hear from you soon!
Sincerely,
[Insert name and contact information]


