
Request for Academic Conference Funding 

Approval 

Date: [Insert Date] 

To: [Recipient's Name]  

[Recipient's Title]  

[Institution/Organization Name] 

Dear [Recipient's Name], 

I am writing to formally request funding approval to attend the [Name of Conference], which 

will be held on [Conference Dates] at [Location]. As a [Your Position, e.g., graduate student, 

faculty member] in the [Your Department/Program], participating in this conference represents a 

valuable opportunity to engage with experts in the field, present my research, and gain insights 

that will benefit my academic and professional development. 

The total estimated cost for attending the conference, including registration, travel, and 

accommodation, is [Total Amount]. A detailed budget is outlined below: 

• Conference Registration: [Amount] 

• Travel: [Amount] 

• Accommodation: [Amount] 

I am confident that attending this conference will not only enhance my knowledge and skills but 

also contribute to [specific goals related to your research or department]. I respectfully request 

your support in this endeavor and look forward to your favorable consideration. 

Thank you for considering my request. Should you need any further information or 

documentation, please do not hesitate to contact me. 

Sincerely, 

[Your Name] 

[Your Title/Position] 

[Your Department/Program] 

[Your Contact Information] 


