Date: [Insert Date]

[Your Name]

[Your Position]

[Your Department]

[Your Institution]

[Your Address]

[City, State, Zip Code]

Email: [Your Email]

Phone: [Your Phone Number]

Dear [Recipient's Name],

I hope this message finds you well. I am writing to formally request funding support to attend the
[Name of Conference] to be held on [Conference Dates] in [Location]. This conference focuses
on [Brief Description of Conference Topics], which directly aligns with my research interests
and ongoing projects in [Your Field/Department].

Participating in this conference presents an invaluable opportunity to network with peers, attend
workshops, and share my findings on [Your Research Topic/Title of Presentation]. Additionally,
involvement in this event could enhance our department's visibility and foster potential
collaborations.

The estimated total cost for attending the conference, including registration fees, travel,
accommodation, and meals, is approximately [Insert Amount]. | am seeking financial assistance

to cover [Specify Portions of Costs You Are Requesting Funding For].

Thank you for considering my request. | am looking forward to your positive response. Please let
me know if you need any further information.

Sincerely,
[Your Name]

[Your Position]



