Request for Approval to Attend Workshop

Date: [Insert Date]

To: [Manager's Name]

From: [Your Name]

Subject: Request for Participation in [Workshop Name]

Dear [Manager's Name],

| am writing to request your approval to participate in the upcoming [Workshop Name], which
will be held on [Date] at [Location]. This workshop focuses on [brief description of the
workshop and its relevance to your role].

Attending this workshop will provide me with valuable insights and skills that can be directly
applied to our current projects, specifically [mention specific projects or tasks]. The knowledge
gained from this experience will enhance my performance and contribute effectively to our
team's objectives.

The total cost for attending the workshop is [cost], which covers [mention what the cost includes,
e.g., registration, materials, etc.]. I believe this investment will yield significant returns in terms
of my professional growth and contribution to our team.

| appreciate your consideration of my request and look forward to your positive response.
Thank you for your support.

Sincerely,

[Your Name]

[Your Job Title]
[Your Contact Information]



