
1 
thepmtsacademy.org 

Conference Justification Toolkit
By now you already know that at The Payments Academy Conference you can discover peer-tested 
ideas, learn to innovate, and make valuable connections with other practitioners and suppliers to 
successfully tackle the challenges and opportunities facing you and your campus. But how do you share 
the value of this event with your supervisor to help justify your attendance? Below is some helpful 
information.  

• Focus on what you will specifically bring back to your organization as return for the investment.
• Offer to prepare and deliver a short presentation and Q&A to your colleagues to share what you

learned. That way others in your unit will get the benefits of your attendance, too.
• Share the program and speaker handouts with your colleagues. As an attendee, you have access to

materials posted by speakers.
• If you are working to obtain or maintain a professional designation remind your supervisor that this

is a great way to earn CEUs.
• Be ready with a plan that shows who will cover for you while you are attending the conference.

* The conference is focused on the following topics among others:
• Shopping for Shopping Carts (or Auction Software, Event Management Software, etc.)
• RFP Writing for Financial Services
• Establishing Your Compliance Program
• Deep Dive into PCI Scoping
• GLBA Compliance: What Higher Ed Needs to Know
• Alternative Payments and the College Campus
• Contactless Payments on Campus
• Optimizing your Payment Acceptance Strategy
• Tips for Developing In-house Training (PCI, Payment Acceptance, Cash handling, etc.)

EXPENSES AND BENEFITS / JUSTIFY YOUR ATTENDANCE 
To propose an allocation of resources for attendance, you should understand the expense and the 
expected return on investment.  

Understanding Your Expenses* 
Expenses are affected by several factors and to justify expenses you need to calculate what those expenses 
are and develop a cost estimate for attending. Below are some expenses to include in your estimate.  

 Registration
 Lodging
 Transportation - airfare or mileage reimbursement
 Cab Fares and/or Parking
 Meals per Diem
 Gratuity/Tips

*University practitioners who are Conference session faculty will receive a complimentary registration 
and travel expense reimbursement per the guidelines below and as outlined in their speaker agreement.

GENERAL TIPS 
Here are things to consider to justify the travel and training expense: 
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Understanding The Benefits 
Many benefits from attendance are hard to quantify and experts agree that the top benefit of 
conference attendance is networking value. Where else can you find so many contacts facing the same 
issues? When you propose the conference for approval, it's best to focus on what you will specifically 
bring back to the organization as payback for the investment. Examples are listed below.  

Session content List sessions that have particular relevance to your work. These sessions might identify 
tools, technologies, or processes. 
Vendor contacts Identify vendors you wish to meet with to discuss products or technologies you use or 
are evaluating for future purchase.  
Best practices List sessions that will discuss best practices used in the industry.  
Training Identify sessions designed to learn a special skill and/or help you overcome current or future 
challenges? 

 Quantifying The Benefits 

To effectively justify the Annual Conference, you need to clearly articulate the connection between your 
organization's knowledge requirements and the program. Do not assume that your manager will be able 
to automatically make those distinctions. Below are some benefits to include in your proposal.  .  

 Networking Opportunities  Discuss Current Processes
 Discuss Industry Trends  Future Process Exploration
 Learn Best Practices  Meet Current and Future Vendors
 Discover Current Technologies  Teambuilding
 Future Technology Exploration  Continuing Education Credit

Provide the specific knowledge benefits and expenses your manager needs to decide the value 
of your proposal for attending The Payments Academy Conference. Express your desire to learn 
more about the industry and grow in your profession.  



LETTER TO SUPERVISOR  
Below, you'll find a "justification letter" template—a letter to your supervisor explaining all the benefits 
you'll get from attending the Payments Academy Conference, how they will make you a 
more valuable employee, and help advance your organization. This general template will get you started 
while allowing you to customize it to you and your organization's particular needs.  

(Date) 

DEAR (SUPERVISOR'S NAME), 

I would like to attend The Payments Academy Conference (insert program dates and location). 
The conference will enable me to attend several education sessions that are directly applicable 
to my work and will allow me to network with a variety of payments industry experts and 
colleagues from higher education. Many of the presentations are tailored to (insert your primary 
function here i.e., finance professional, technology professional, etc.) and provide information on how 
to (insert benefits/lessons here, for example: reduce costs, increase productivity, and achieve 
and maintain PCI compliance). I am seeking sponsorship for the registration fee, travel expenses, 
and living expenses during the conference. A detailed cost breakdown is included below.  

After reviewing the program, I have identified several education sessions which will allow me 
to gain knowledge and understanding about how we can improve our overall processes. 
The presentations are facilitated by both industry experts and college/university colleagues who have 
faced similar challenges. Getting information in a collaborative conference/workshop format will 
greatly reduce the research time and costs that (your organization's name) would normally incur in 
researching the topics.   

VALUES IN BRACKETS BELOW WILL NEED TO BE ADJUSTED TO REFLECT CURRENT PRICING. TRAVEL 
COSTS VARY AS WELL AND SHOULD BE CHANGED TO REFLECT YOUR COSTS.  

Here is the breakdown of anticipate conference costs:  
Roundtrip Airfare: <$xxxx>  
Transportation: <$xxxx>  
Hotel: <$xxxx>  
Meals: <$xxxx>  
Conference Fee: <$xxxx>  
The total costs associated with attending this conference are: <$xxxx>. 

(remember to include TPA expense  reimbursement if applicable!) 

The opportunity for me to develop better contacts and gain knowledge in specific areas of (your area 
of expertise) makes my attendance at The Payments Academy Conference a wise investment, which 
will yield rich dividends for (name of your organization).  
Sincerely,  

(YOUR NAME HERE) 
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Travel Expense Reimbursement Guidelines 
These guidelines pertain only to individuals whose Speaker Agreements state that the Payments Academy will 
reimburse expenses. 

Expense reports should be a single PDF document comprised of the expense report and the related receipts. Please 
enter the mailing address carefully to avoid returned checks. Submit your completed expense report within two weeks 
after the conference to events@thepmtsacademy.org. You may expect reimbursement two weeks after submission. 

RECEIPTS 
The Payments Academy reimburses for actual expenses and does not pay per diem. Your institution may have 
different requirements; however, The Payments Academy requires receipts for all expenses and may decline 
reimbursements without them. 

MULTIPLE PAYEES 
If you require a second check to reimburse your institution directly, please complete two expense reimbursement 
forms separating the respective expenses.   

AIRLINE TRANSPORTATION 
Faculty are requested to make their own reservations for a round-trip, refundable, coach airfare with seat 
assignment. We require that you make airline reservations at least thirty (30) days in advance of the conference to 
obtain the most economical fare. Purchase of any airline ticket over $500 must be approved by The Payments 
Academy in advance. The fee for a first checked bag is reimbursable. The Payments Academy will not reimburse for 
any seat or class upgrades or flight itinerary changes.  

VEHICLE TRANSPORTATION 
Assuming the cost is equivalent or less than the round-trip coach airfare, use of a personal or institution vehicle to and 
from the conference will be reimbursed at the current IRS rate plus toll and parking charges. Rental cars are not 
reimbursable unless there are extenuating circumstances and approved in advance of rental.  
Home airport parking and ground transportation to and from airports by taxi, ride share, or group shuttle service is 
reimbursable. The cost of transportation to/from your home airport should not exceed the cost of mileage and 
parking. Private limousine or sedan service is not reimbursable.  

HOTEL 
The Payments Academy will reserve your hotel room at the host hotel based on the travel dates provided in your 
returned speaker agreement. The Payments Academy will pay for room and tax for up to three (3) nights lodging, 
additional nights and incidentals must be paid by you at checkout. Please notify us as soon as possible if your arrival and 
departure dates change. You will be responsible for “no show” or early cancellation fees. 
Hotel self-parking is reimbursable, only for those driving to the meeting location. Those personally renting vehicles are 
not reimbursed for parking. Valet parking is not reimbursable unless self-parking is not available. 

MEALS 
Faculty are expected be present at all conference breakfasts and luncheons. The Payments Academy will reimburse 
reasonable, actual costs of your meals, plus tips. Meals will not be reimbursed if they occur during the normal course of 
the workshop or outside of the conference travel dates. Meal costs should fall under these recommended maximum 
prices (including tip): Breakfast up to $20, Lunch up to $25, Dinner up to $60 per meal. Excessive meal costs and honor 
bar purchases will not be reimbursed.  

The Payments Academy will not reimburse for any expenses not directly incurred by you. Itemize receipts as needed if 
you have family or colleagues traveling with you. Personal hotel services including but not limited to dry cleaning, 
internet charges, and unnecessary phone bills will not be reimbursed.  

If you have questions about reimbursable expenses please contact us at events@thepmtsacademy.org. 
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