Travel Grant Application for Faculty
Conference Attendance

Date: [Insert Date]

Recipient Name
Recipient Title
Organization Name
Address Line 1
Address Line 2

City, State, Zip Code

Dear [Recipient Name],

I am writing to formally apply for a travel grant to attend the [Conference Name] scheduled on
[Conference Dates] in [Location]. As a [Your Position] at [Your Institution], | am committed to
[briefly explain your area of expertise and how it relates to the conference].

The conference offers a unique opportunity to [explain how attending the conference will benefit
your research, teaching, or professional development]. I plan to present my research titled "[Title
of Your Presentation],” which I believe aligns with the conference themes.

The total estimated cost for attending the conference is [Itemize costs such as registration, travel,
accommodation, etc.]. | am requesting a grant of [Amount] to help cover these expenses.

Thank you for considering my application. | look forward to the opportunity to contribute and
bring back valuable insights to my department and institution.

Sincerely,

[Your Full Name]
[Your Position]

[Your Department]
[Your Institution]
[Your Email Address]
[Your Phone Number]



