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SAMPLE LETTER TO MANAGEMENT 

The CLEAN WATERWAYS Conference is highly regarded for its education and networking opportunities, and I am interested in attending the 2020 event, which will be held August 3-5 in Indianapolis, IN, at the JW Marriott Indianapolis. 
CLEAN WATERWAYS offers a variety of sessions and networking opportunities as well as 60+ vendors in the exhibit hall. I will be able to attend a number of sessions that directly apply to my ongoing projects at this organization and visit with numerous companies who can provide solutions catered to our unique needs.  
The conference sessions are led by well-known industry experts and will offer tips & strategies that I can implement upon my return.  A few sessions that I am particularly interested in include the following:


 <insert session title 1> 
<insert session title 2> 
<insert session title 3> 
<insert session title 4> 
I would like to attend these because I feel I will gain <insert learning objectives> and be able to implement the findings in <insert projects or departments that will benefit.> 
This conference will enable me to build relationships with various attendees involved in spill prevention and response in the inland environment and the information I take away from this conference, as well as the contacts I make, will be invaluable for future endeavors at our company.  
Over 60 vendors will be on hand to learn what day-to-day environmental and safety challenges we face when working a response, preparing for a response or working to prevent an emergency on inland rivers.  I will have the opportunity to meet with many of these companies, virtually eliminating the time and cost of separate future trips to each company.  
By registering early, I can save on registration by receiving a discounted rate. I am asking for funding for the conference fee, travel costs, food and lodging. CLEAN WATERWAYS has arranged for hotel discounts, and breakfast and lunch are provided each day of the conference to help alleviate costs.  
Thank you for considering this proposal. Please let me know if there is any additional information I can provide to help make your decision.

Sincerely,  
