
< Date > 
 
Dear < Supervisor’s Name >, 
 
I would like to attend the Association of Marina Industries’ (AMI) annual International Marina 
& Boatyard Conference (IMBC), January 23 – January 25, 2019 at the Broward County 
Convention Center in Fort Lauderdale, FL. The conference is the leading marina and boatyard 
conference. It is specifically geared toward marina and boatyard and service managers, owners, 
and operators as well as dockmasters, harbormasters, boat builders and repairers, and industry 
consultants. 
 
IMBC will give me the opportunity to attend eight educational seminars and have access to over 
30 presentations that are directly applicable to my job, to network with more than 800 other 
industry professionals and colleagues from around the world, and to talk to almost 200 
companies that supply facilities like ours with products and services. Seminar presentations 
focus on specific issues that we currently face and keeps all participants up-to-date on day-to-day 
business topics. I am seeking approval to attend this event and funding for the registration fee, 
travel expenses to the conference, and living expense during the conference. A detailed cost 
breakdown is included below. 
 
After reviewing the conference brochure, I have identified a number of educational sessions that 
will allow me to gain knowledge and understanding about how we can improve our practices. 
The seminars are presented by experts both inside and outside of the industry who have faced 
similar challenges. I have chosen these sessions because they are of interest to me and relate to 
issues we have or may face. Getting the information presented at these seminars will greatly 
reduce the research time and cost < your organization’s name > would normally incur in 
researching the topics.  
 
< Insert session descriptions that most apply to your responsibilities here. > 
 
The full conference fee is < Choose one: $399 for AMI members and $499 for non members>. 
Here is the breakdown of conference costs: 
 
Roundtrip Airfare: <$xxxx> 
Transportation: <$xxxx> 
Hotel: <$xxxx> (IMBC has a block of rooms at the Hilton Fort Lauderdale Marina for $233 per 
night. This discounted rate also includes complimentary in-room Wi-Fi) 
Meals: <$xxxx> 
Conference Fee: <$xxxx> 
The total costs associated with attending this conference are: <$xxxx>. 
 
The opportunity for me to develop better contacts and continue my professional development 
makes my attendance at IMBC a wise and valuable investment, which will yield rich dividends 
for < name of your organization >. 
 
Sincerely, 
 
< your name here > 


