
Approval for Participation in Marketing 

Event 

Date: [Insert Date] 

[Employee Name] 

[Employee Position] 

[Employee Department] 

Dear [Employee Name], 

We are pleased to inform you that your request to participate in the upcoming marketing event 

titled "[Event Name]" on [Event Date] has been approved. Your involvement in this event will 

be a great opportunity for professional development and to represent our company. 

The details of your participation are as follows: 

• Event Name: [Event Name] 

• Date & Time: [Event Date & Time] 

• Location: [Event Location] 

• Expenses Covered: [Details of Covered Expenses] 

Please ensure to prepare accordingly and share any insights gained from this experience upon 

your return. 

Thank you for your enthusiasm and commitment to our marketing initiatives. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 

[Contact Information] 


