Conference Attendance Request

Date: [Insert Date]

[Your Name]

[Your Address]

[City, State, Zip Code]
[Your Email]

[Your Phone Number]

[Recipient Name]

[Recipient Title]
[Department/Organization Name]
[Address]

[City, State, Zip Code]

Dear [Recipient Name],

| am writing to request approval to attend the [Name of Conference] scheduled for [Dates of
Conference] in [Location]. This conference focuses on [Brief description of the conference
topics] and presents an excellent opportunity for professional development and networking in our
field.

Attending this conference will allow me to gain insights from leading researchers and
practitioners, which | believe will greatly benefit my work, particularly in [Mention any specific
projects or goals]. | am also eager to share knowledge and experiences with fellow attendees,
contributing to our institution's growth.

The estimated cost of attendance includes registration fees of [Amount], travel expenses of
[Amount], and accommodation costs of [Amount]. | am seeking your approval for [Total
Amount] to cover these expenses.

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

[Your Name]
[Your Title/Position]



