
Request for Conference Attendance 

Date: [Insert Date] 

To: [Manager's Name] 

From: [Your Name] 

Subject: Request for Attendance at [Conference Name] 

Dear [Manager's Name], 

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

at the upcoming [Conference Name] scheduled for [Dates] in [Location]. This conference is 

highly relevant to my role as [Your Position] and presents a valuable opportunity to enhance my 

skills and our team's performance. 

The key benefits of attending this conference include: 

• Networking opportunities with industry professionals. 

• Access to the latest trends and developments in [relevant field]. 

• Workshops and sessions led by experts that will provide actionable insights. 

Budget Justification: 

The estimated total cost for my attendance is as follows: 

• Conference Registration Fee: $[amount] 

• Travel Expenses: $[amount] 

• Accommodation: $[amount] 

• Meals: $[amount] 

Total Estimated Cost: $[total amount] 

I believe that the investment in attending this conference will yield significant returns in terms of 

my professional development and the value I can bring to our team. I am happy to discuss this 

request further and provide any additional information you may need. 

Thank you for considering my request. I look forward to your favorable response. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


