
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Organization's Name]  

[Organization's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Request for Attendance Approval  

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

approval for my attendance at [Event/Conference Name] scheduled for 

[Date(s)] at [Location].  

This event will provide valuable insights on [relevant topics], which 

will greatly benefit my work in [Your Role/Department]. I believe that 

attending this event will enhance my skills and contribute to the success 

of our team.  

Please find attached [mention any attached documents, e.g., agenda, 

registration confirmation, etc.]. I would greatly appreciate your 

consideration of my request and look forward to your positive response.  

Thank you for your time and support.  

Sincerely,  

[Your Name]  

[Your Position/Title]  

[Your Department/Team] 


