
Clearance Letter for International Event Attendance 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Organization] 

[Organization Address] 

[City, State, Zip Code] 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Organization] 

[Recipient's Organization Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to formally grant clearance for [Employee's Name], [Employee's Position], to attend 

the upcoming international event titled "[Event Name]" taking place on [Event Date] at [Event 

Location]. This event is significant for our organization as it will provide valuable insights and 

networking opportunities in [Industry/Field]. 

[Employee's Name] will be representing our organization, and their participation is crucial to our 

ongoing projects and initiatives. The costs associated with this attendance will be covered by 

[Organization's Name]. 

We kindly request that you issue the necessary travel documentation for [Employee's Name] to 

facilitate their attendance at this important event. Should you require any further information or 

documentation, please do not hesitate to contact me. 

Thank you for your prompt attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Contact Information] 


