Request for Approval to Attend [Conference Name]

[Your Name]

[Your Position]

[Your Department]

[Your Company/Organization]
[Your Email]

[Your Phone Number]

[Date]

[Recipient's Name]
[Recipient's Position]
[Recipient's Department]
[Company/Organization]
[Recipient's Email]

Dear [Recipient's Name],

| am writing to request your approval to represent [Your Company/Organization] at the
upcoming [Conference Name], scheduled for [Conference Dates] at [Conference Location]. This
conference will focus on [brief description of the conference themes/topics], and | believe that
my attendance will greatly benefit our team and organization.

My participation will allow me to:

o Gain insights into [specific topics or skills].
« Network with industry leaders and potential collaborators.
e Bring back valuable knowledge and resources to our organization.

The estimated costs associated with attending the conference include:

« Conference Registration Fee: $[amount]

o Travel Expenses: $[amount]

o Accommodation: $[amount]

» Total Estimated Cost: $[total amount]

| am confident that this investment will yield valuable returns for our
[team/department/company]. Thank you for considering my request. I look forward to your
positive response.

Sincerely,

[Your Name]
[Your Position]



