Request for Attendance

Date: [Insert Date]

[Your Name]

[Your Address]

[City, State, Zip Code]
[Your Email]

[Your Phone Number]

[Recipient's Name]
[Recipient's Position]
[Club/Organization Name]
[Club/Organization Address]
[City, State, Zip Code]

Dear [Recipient's Name],

I hope this message finds you well. I am writing to formally request permission to attend the
upcoming regional conference scheduled for [insert date] in [insert location]. | believe this event
presents valuable opportunities for networking, learning, and contributing to our club's
initiatives.

As an active member of [Club Name], | am keen to participate in the discussions and workshops
planned during the conference, particularly [mention any specific sessions or topics of interest]. |
am confident that the insights gained will be beneficial for our club and help in furthering our
goals.

Thank you for considering my request. | look forward to your positive response.
Sincerely,

[Your Name]
[Your Club Position/Role]



