


Manager Request Letter – Conference Attendance Approval 
[DATE] 
[Manager Name] 
[Manager Title] 
[Organization] 
Subject: Approval Request to Attend [EVENT NAME] – [EVENT DATES], [EVENT LOCATION] 
Dear [Manager Name], 
 
 
I’m requesting approval to attend [EVENT NAME] on [EVENT DATES] at [EVENT LOCATION]. This event directly supports our priorities in [priority/mission areas] by offering targeted sessions on [key topics] and the opportunity to earn up to [CPE COUNT] Continuing Professional Education (CPE) credits. 
Why this event is a strong investment 
Direct alignment to current initiatives: [initiative / program / compliance requirement]. 
Actionable learning: Sessions focused on [topic] will help us [expected outcome]. 
Networking & partnerships: Access to peers and experts addressing similar challenges. 
Credential maintenance: CPEs applicable to [certifications or internal requirements]. 
Estimated budget 
Registration: $[amount] (member/non-member; early bird applies through [EARLY BIRD DEADLINE]) 
Travel & lodging: $[amount] (airfare/mileage, hotel [nights], per diem) 
Total estimated cost: $[total] 
Commitment to post-event ROI 
If approved, I will deliver a post-event report within five business days that includes five key takeaways, recommended actions for our team, and a brief presentation to share lessons learned. 
Thank you for your consideration. Please let me know if you need additional details. 
Sincerely, 
[Your Name] 
[Title] 
[Department] 

