
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Attendance Allowance Request  

I hope this message finds you well.  

I am writing to formally request an attendance allowance for my 

participation in [specific event, program, or reason for attendance]. The 

event will take place on [date(s)] at [location].  

The attendance allowance would significantly help cover [mention any 

relevant expenses, e.g., travel, accommodation, meals]. I believe that my 

participation in this event will not only contribute to my professional 

development but also benefit [mention how it will benefit the 

organization or team].  

I have attached any necessary documentation to support my request, 

including [mention any attached documents, such as event details, cost 

breakdown, etc.].  

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

response.  

Sincerely,  

[Your Name]  

[Your Job Title] (if applicable)  

[Your Department/Team] (if applicable) 


