REQUESTING APPROVAL TO ATTEND
A formal request template for trainees and junior staff
Securing study leave and funding approval usually means making the case, in writing, to a supervisor or head of department. The draft below follows a formal structure suited to that request. Adapt the emphasis to your own training stage, insert the details that apply to you, and remove anything that doesn't. Text in [square brackets] is yours to complete.
Subject: Formal Request for Approval to Attend ESGE Days 2027 from April 28, 2027 to May 1, 2027
Dear [Dr / Professor Surname],
I am writing to formally request your approval, as my [Clinical Supervisor / Educational Supervisor / Head of Department], to attend ESGE Days 2027, to be held in Lisbon, Portugal from April 28, 2027 to May 1, 2027. ESGE Days is the largest gathering of its kind in Europe, drawing specialists in the field of gastrointestinal endoscopy from more than 115 countries.
I set out below the reasons I believe this request merits your support:
1. Relevance to Departmental Practice
[Identify one or two sessions, hands-on training sessions, masterclasses, or debates on the programme that relate directly to a case type, technique, or clinical challenge managed by the department.]
2. Dissemination of Learning
[Confirm how you will report back — for example, a summary presented at departmental teaching, a written précis circulated to colleagues, or the introduction of a technique or protocol on your return.]
3. Contribution to Training and Professional Development
Attendance would directly support [my curriculum requirements / my professional portfolio and development at this stage of training], and represents a valuable contribution to my ongoing education under your supervision.
4. Networking and Collaborative Opportunities
A meeting of this scale offers a valuable opportunity to engage with colleagues working on similar clinical and research questions, which may in time support collaboration, referral pathways, or shared learning for the department.
Estimated Costs
	Registration
	[€ amount — please note the early-bird deadline, where applicable]

	Travel
	[estimate]

	Accommodation
	[estimate, ×[X] nights]

	Total
	[€ amount]


For your information, in-person registration includes access to all core programme sessions, the abstract and poster sessions, the industry exhibition and networking activities. In addition ,the registration includes full access to the virtual platform which will host the recordings of all core sessions on demand until the end of June 2027, such that the benefit extends beyond the days of the meeting itself and will allow me to follow additional parallel sessions which I could not attend onsite.
I would be most grateful for your approval to attend. I fully recognise that this request is subject to service requirements and rota approval, and I would welcome the opportunity to discuss arrangements for clinical cover at your convenience — [note any cover you have already proposed or discussed with colleagues, if applicable].
Thank you for considering this request. I remain happy to provide any further information you may require.
Yours sincerely,
[Your name]
[Grade — e.g. Foundation Year 2 / Core Trainee / Specialty Registrar, Year X]
[Department]
For completion by supervisor / head of department
	Approved  /  Not approved
	Signature: ______________________
	Date: ______________________

	Comments (optional):
 



