Conference Attendance Approval Request

Date: [Insert Date]

To: [HR Manager's Name]

From: [Your Name]

Subject: Request for Approval to Attend [Conference Name]

Dear [HR Manager's Name],

I am writing to formally request approval to attend the [Conference Name] scheduled to take
place on [Conference Dates] at [Location]. This conference is highly relevant to my professional
development and our department's objectives as it will cover topics such as [list relevant topics].
Attending this event will not only enhance my skills and knowledge but will also allow me to
bring valuable insights back to our team. The registration fee is [Registration Fee], and | believe
the outcomes will significantly benefit our current projects, especially [mention any specific

project or initiative].

| kindly ask for your approval to attend this conference and for any necessary funding to cover
the associated costs.

Thank you for considering my request. | am looking forward to your positive response.
Sincerely,

[Your Name]

[Your Job Title]

[Your Department]
[Your Contact Information]



