
Request for Professional Development 

Conference Attendance 

Date: [Insert Date] 

[Recipient's Name] 

[Recipient's Title] 

[School/Organization Name] 

[School/Organization Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request approval to attend the 

[Name of Conference] scheduled for [Dates of Conference] in [Location]. This conference 

focuses on [Briefly describe the focus of the conference and its relevance to your role as an 

educator]. 

Attending this conference will provide me with the opportunity to enhance my skills in [specific 

areas relevant to your teaching], network with other professionals, and bring back valuable 

insights to share with our team and students. 

The total estimated cost for attending the conference, including registration, travel, and 

accommodation, is approximately [Amount]. I believe this investment will greatly benefit our 

school by [mention how it will benefit the school or students]. 

I appreciate your consideration of my request, and I am looking forward to your positive 

response. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Contact Information] 


