[Your Name]
[Your Position]
[Your Company]
[Your Address]
[City, State, Zip]
[Email Address]
[Phone Number]
[Date]

[Recipient Name]
[Recipient Position]
[Recipient Company]
[Company Address]
[City, State, Zip]

Dear [Recipient Name],

| hope this message finds you well. I am writing to formally request approval to attend the
[Name of Industry Conference] scheduled for [date] in [location]. This conference is a valuable
opportunity for me to gain insights into [specific topics or industry trends], network with other
professionals, and represent [Your Company].

Attending this event will not only enhance my skills but also allow me to bring back new ideas
that can positively impact our projects and goals. The conference will feature [mention key
speakers, workshops, or sessions] that are particularly relevant to our work.

The estimated cost for attending the conference, including registration, travel, and
accommodation, is [provide estimated cost]. | believe this investment will yield significant
benefits for our team and contribute to our ongoing success.

Thank you for considering my request. | am happy to discuss this with you further and provide
any additional information needed. I look forward to your favorable response.

Sincerely,
[Your Name]
[Your Position]



