
Letter of Justification for Conference Attendance 

Date: [Insert Date] 

To: [Supervisor's Name] 

From: [Your Name] 

Subject: Request for Approval to Attend [Conference Name] 

Dear [Supervisor's Name], 

I am writing to formally request your approval to attend the [Conference Name] scheduled for 

[Dates] in [Location]. This conference gathers leaders in our industry and offers a unique 

opportunity for professional development and networking. 

Attending this conference will allow me to: 

• Gain insights into the latest trends and technologies in our field. 

• Participate in workshops and sessions that can enhance my skills and knowledge. 

• Network with other professionals and potential collaborators. 

• Bring back valuable information and resources that can benefit our team and 

organization. 

The estimated cost for attendance is approximately [Insert Amount], which includes registration, 

travel, and accommodation. I believe that the potential benefits significantly outweigh the costs. 

Thank you for considering my request. I am confident that my attendance at this conference will 

enhance my contributions to our team. I look forward to your positive response. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Contact Information] 


