
Permission Letter for Attending Global Symposium 

Date: [Insert Date] 

To, 

[Recipient's Name] 

[Recipient's Position] 

[Company/Organization Name] 

[Address] 

Dear [Recipient's Name], 

I am writing to seek official permission to attend the Global Symposium on [insert topic], 

scheduled to take place from [insert start date] to [insert end date] in [insert location]. 

This symposium will provide valuable insights into [insert specific benefits related to your role 

or organization], and I believe that my attendance would be beneficial for both my professional 

development and our organization's growth. 

I assure you that I will manage all my responsibilities accordingly and will keep you updated 

throughout my time at the symposium. 

Thank you for considering my request. I look forward to your positive response. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company/Organization] 

[Your Contact Information] 


