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Convince Your Boss Letter
Need some help convincing your boss to send you to CBMI?
We’ve prepared an email template for you to use! Simply copy and paste the text below, research your travel expenses, update those costs in the correct section, and press send. Good luck!

Dear <Insert Boss’s Name>,
I would like to kindly ask for your approval to attend the College Business Management Institute (CBMI) conference that will be taking place July 26-31, 2026, at the University of Kentucky in Lexington, Kentucky.
Why CBMI? CBMI is a nationally recognized professional development program designed specifically for business and finance professionals in higher education. Celebrating over 70 years of advancing excellence in college and university administration, CBMI provides intensive training through structured courses, practical sessions, and networking opportunities with peers and leaders in the field.
The program covers a broad range of topics—from budgeting and financial management to human resources, leadership, facilities, auxiliary services, and professional development—allowing attendees to tailor their learning to their professional needs and institutional priorities. By attending CBMI, I will strengthen my understanding of higher education business operations and gain practical skills and strategies that can be directly applied to my role and our institution.

During this conference, I will learn how to:
· Strengthen institutional financial management and resource allocation through best practices and data-driven strategies.
· Apply effective budgeting, planning, and forecasting methods specific to higher education.
· Enhance leadership, communication, and decision-making skills that support collaboration across campus units.
· Stay informed on current trends, policies, and compliance considerations that impact college and university business operations.

Additional benefits of attending CBMI:
· Professional Network: Connect with colleagues from institutions across the country, building relationships that foster collaboration and resource-sharing.
· Expert Instruction: Learn from experienced higher education professionals and industry leaders who provide actionable, real-world insights.
· Customized Curriculum: Choose from over 80 courses that address specific areas of business and management within higher education, creating a personalized learning experience aligned with our goals.
Estimated costs:
· Conference Fee: $975 Early Bird (ends April 19th), $999 Regular Rate (April 20th – May 31st), $1,025 Last Chance Rate (June 1st – July 20th)
· Hotel: ~$74 - $209 per night (based on hotel/housing availabilities)
· Other Travel Expenses: $<Insert Amount>
· Total Estimated Cost: $<Insert Total>
I believe that attending CBMI represents an excellent investment in professional development that will benefit both me and our institution. I will return with new ideas, updated knowledge of higher education business practices, and practical tools to help improve operational efficiency and strategic decision-making. Upon my return, I would be happy to share key takeaways and applicable insights with our team.
Thank you for your consideration.

Best regards,
 <Insert Name>
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