
Request for Travel Grant 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Organization/Institution Name] 

[Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to formally request a travel grant to attend the [Name of Conference] that will take 

place on [Conference Dates] in [Location]. As a [Your Position/Title] at [Your Institution], I am 

excited to present my research on [Briefly Describe Your Research Topic] during the conference. 

Attending this conference will provide me with invaluable opportunities to network with fellow 

researchers and experts in the field, gain insights into the latest developments, and enhance my 

academic knowledge. However, I am currently facing financial constraints that make it difficult 

for me to cover the travel and accommodation expenses associated with this opportunity. 

I kindly request your support in the form of a travel grant to assist me in covering these costs. I 

have attached my research abstract, a breakdown of estimated expenses, and any additional 

documents needed for your consideration. 

Thank you for considering my request. I am looking forward to your positive response. 

Sincerely, 

[Your Name] 

[Your Position/Title] 



[Your Institution] 


