
Conference Registration Approval Request 

Date: [Insert Date] 

To: [Supervisor's Name] 

From: [Your Name] 

Subject: Request for Approval of Conference Registration 

Dear [Supervisor's Name], 

I am writing to seek your approval for the registration of my team member, [Team Member's 

Name], to attend the [Conference Name] scheduled on [Conference Dates] in [Location]. This 

conference will be an excellent opportunity for [Team Member's Name] to enhance their skills 

and knowledge in [relevant field or topic]. 

[Team Member's Name] will gain valuable insights that can be applied to our current projects, 

specifically in [mention any specific project or task]. Additionally, they will have the opportunity 

to network with industry professionals and bring back innovative ideas to our team. 

The total cost for registration is [insert fee], and I believe this investment will yield significant 

benefits for our team and organization. Please let me know if you need any further information 

or if you would like to discuss this request in detail. 

Thank you for considering this request. I look forward to your positive response. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Contact Information] 


