
Funding Appeal for Conference Travel Costs 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Institution] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

Dear [Insert Recipient's Name or Funding Committee], 

I am writing to seek financial assistance for my upcoming participation in the [Name of 

Conference] taking place on [Conference Dates] in [Location]. This conference is a prime 

opportunity for me to present my research on [Brief Description of Research Topic] and engage 

with esteemed scholars in my field. 

Attending this conference will greatly benefit both my professional development and our 

institution by [Explain Benefits, e.g., networking opportunities, acquiring new knowledge, etc.]. 

However, the travel and accommodation costs associated with this event are significant, totaling 

approximately [Estimate Total Amount]. 

In light of this, I kindly request funding support to help offset these expenses. Any amount you 

could provide would be greatly appreciated and would significantly ease the financial burden. 

Thank you for considering my request. I am looking forward to the opportunity to represent our 

institution and to share insights gained from this valuable experience. Please feel free to contact 

me if you need any further information. 

Sincerely, 

[Your Name] 

[Your Position] 


