
Request for Participation in Conference 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Organization's Name] 

[Organization's Address] 

Dear [Recipient's Name], 

I am writing to express my interest in participating in the upcoming [Conference Name] 

scheduled for [Conference Dates] at [Conference Location]. I believe that attending this 

conference will provide me with valuable insights into [briefly describe the topic or theme of the 

conference]. 

As a [Your Position] at [Your Organization], I am eager to enhance my knowledge and 

contribute to discussions on [specific topics related to the conference]. I would greatly appreciate 

your support in my request to attend this event. 

Thank you for considering my application. I look forward to the opportunity to participate and 

gain knowledge that I can bring back to our organization. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Organization] 

[Your Email] 

[Your Phone Number] 


