Letter to Attend a Conference 
[Your Name]
[Address]

[Letter Date]
[Recipients Name]
[Address]

[Subject: Subject of Letter] -Optional-
Dear (Recipient's Name),
I am [enter your name] from [enter company] working as [enter title] at the company. I recently came to know about [enter conference name] conference which is organized by you on [enter date]. As this conference is about [......] I believe that it will be of great use for me as I will be able to benefit not only from the conference content but also from the attendees. Presenting this motive to you, I'm sure you won't refuse if I request you to allow me to attend this conference. Please accept my formal request to join you at the conference. 
I'll be looking forward to your reply. Thank you. 
[Your Name]
[Senders Title] -Optional-
