
Request for Rapid Processing of Travel 

Grant 

Date: [Insert Date] 

Recipient Name 

Recipient Title 

Organization Name 

Organization Address 

City, State, Zip Code 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to formally request the expedited processing of 

my travel grant application submitted on [Insert Submission Date]. The travel in question is 

scheduled for [Insert Travel Dates] to attend [Event/Conference Name], which is of significant 

importance to my research/project in [Project Description]. 

Given the approaching deadline and the relevance of this event to my work, I would greatly 

appreciate any assistance you could provide in facilitating a quicker review of my application. I 

understand the demands on your time and resources, and I am grateful for any consideration you 

can extend regarding this matter. 

Thank you for your attention to this urgent request. I look forward to your prompt response. 

Sincerely, 

[Your Name] 

[Your Title/Position] 

[Your Institution/Organization] 

[Your Contact Information] 


