
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Department/Organization Name]  

[Address]  

[City, State, Zip Code]  

Subject: Request for Attendance Allowance  

Dear [Recipient Name],  

I hope this message finds you well. I am writing to formally request an 

attendance allowance for [specific event or purpose, e.g., a conference, 

training program, etc.] scheduled to take place on [date(s)] at 

[location].  

I believe that my participation will not only enhance my skills and 

knowledge but also contribute to our team's overall productivity and 

success. The details of the event are as follows:  

- **Event Name:** [Event Name]  

- **Date(s):** [Start Date] to [End Date]  

- **Location:** [Event Location]  

- **Cost Estimate:** [Estimated Costs, e.g., travel, accommodation, 

registration fee]  

I kindly request your support in providing an attendance allowance to 

cover these expenses. I assure you that I will provide all necessary 

receipts and documentation for reimbursement.  

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

response.  

Warm regards,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Job Title] 


