Request for Travel Sponsorship

Date: [Insert Date]

[Your Name]

[Your Position]

[Your Department]
[Your Institution]
[Your Email]

[Your Phone Number]

[Recipient's Name]

[Recipient's Position]

[Recipient's Institution/Organization]
[Recipient's Address]

Dear [Recipient's Name],

| am writing to request sponsorship for my attendance at the [Name of Conference] scheduled to
take place on [Conference Dates] in [Conference Location]. This conference is an excellent
opportunity for faculty and researchers in our field to share insights and advancements.

As a [Your Position] at [Your Institution], attending this conference will allow me to contribute
to discussions relevant to my research on [Briefly Describe Your Research]. Furthermore, it will
provide networking opportunities with experts and peers that could benefit our department.

The estimated cost for travel and accommodation is approximately [Insert Cost]. | kindly ask if
[Recipient's Institution/Organization] could sponsor or assist with covering these expenses. In
return, | will share insights and findings from the conference with our faculty and contribute to
future departmental projects.

Thank you for considering my request. | look forward to your positive response.

Sincerely,
[Your Name]



