
Request for Support for Conference Travel 

Expenses 

Date: [Insert Date] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request financial support for my 

upcoming participation in the [Name of Conference], which will be held on [Dates] in 

[Location]. As a faculty member in the [Department Name], I believe that attending this 

conference will not only enhance my professional development but also contribute to our 

department's research output and visibility. 

The total estimated cost for travel, accommodation, and registration is approximately [Insert 

Amount]. I have attached a detailed budget for your reference. I am seeking assistance to cover 

these expenses, as they will significantly aid my ability to present my research on [Briefly 

Describe the Topic] and engage with other scholars in the field. 

Thank you for considering my request. I appreciate any support you can provide and look 

forward to contributing positively to our institution's reputation through my participation in this 

conference. 

Sincerely, 

[Your Name] 

[Your Position] 

[Department Name] 

[Your Contact Information] 


