
Request for Conference Participation 

Approval 

Date: [Insert Date] 

[Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request your approval for my 

participation in the upcoming [Conference Name], which will take place from [Start Date] to 

[End Date] in [Location]. 

This conference presents an excellent opportunity for professional development and networking 

within our field. The agenda includes various workshops and keynote speakers that are highly 

relevant to our ongoing projects, particularly in [mention specific area of interest]. 

The estimated cost for attending, including registration, travel, and accommodation, is 

approximately [Total Amount]. I believe that the insights gained from this experience will 

greatly benefit our team and enhance our upcoming initiatives. 

I appreciate your consideration of my request and am happy to discuss this further at your 

convenience. Thank you for your support. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Department] 

[Your Contact Information] 


