
Approval for IT Conference Registration 

Date: [Insert Date] 

To: [Employee's Name] 

From: [Your Name] 

Subject: Approval for Attending [Conference Name] 

 

Dear [Employee's Name], 

I am pleased to inform you that your request to attend the [Conference Name] scheduled on 

[Conference Date] has been approved. This conference presents an excellent opportunity for you 

to enhance your skills and knowledge in the IT field. 

Please proceed with the registration process and keep all relevant receipts for reimbursement. 

Ensure that you share key insights and learnings with the team upon your return. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


