
Professional Development Request for 

Conference Attendance 

Date: [Insert Date] 

To: [Supervisor's Name] 

From: [Your Name] 

Subject: Request for Attendance at [Conference Name] 

 

Dear [Supervisor's Name], 

I hope this message finds you well. I am writing to formally request approval to attend the 

[Conference Name] scheduled for [dates] in [location]. This conference is an opportunity for me 

to enhance my skills in [specific area] and network with other professionals in our field. 

The sessions I am particularly interested in include [list key sessions or workshops], which I 

believe will greatly benefit our team's goals in [specific project or area]. 

The total estimated cost for the conference, including registration, travel, and accommodation, is 

approximately [insert total cost]. I believe this investment in my professional development will 

yield substantial benefits for our department. 

I am looking forward to your positive response regarding this opportunity. 

Thank you for considering my request. 

 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Contact Information] 


