Add your company letterhead here
Dear [Recipient’s Name],

I am writing to request approval to attend the upcoming International Space Station Research & Development Conference (ISSRDC) being held July 28-31, 2025, in Seattle, Washington. This conference is the premier event in the space industry, focusing on research and technology development in microgravity and providing networking opportunities with senior leaders, companies, and decision-makers who are shaping the future of science, research, and development in low Earth orbit (LEO).

Attending this conference will provide several key benefits to our company:

· Networking Opportunities: The conference will bring together top executives, researchers, and industry leaders. Engaging with these professionals will allow us to establish valuable connections, explore potential partnerships, and stay informed about the latest trends and developments in microgravity research.
· Knowledge and Insights: The sessions and workshops will cover a wide range of topics relevant to our work, including advancements in space station operations, the benefits of space-based research, and advancements in commercial spaceflight as they relate to the space station. The insights gained will enhance our team’s expertise and inform our strategic planning.
· Competitive Advantage: By participating in this conference, we can position our company at the forefront of the space industry. The knowledge and connections acquired will enable us to innovate more effectively and maintain a competitive edge in the market.
· Professional Development: Attending the conference will contribute to my professional growth, allowing me to bring back new ideas and best practices that can be implemented within our team. This investment in my development will ultimately benefit the company as a whole.

The estimated cost of attending the conference, including registration fees, travel, and accommodation, is [estimate total cost]. I believe this investment is justified, given the significant opportunities for professional development and advancement it offers.

I am confident that my attendance at ISSRDC will greatly benefit our company. I appreciate your consideration of this request, and will gladly discuss further details or answer any questions you have.

Thank you for your support.

Sincerely,
[Your Name]
