
Inquiry for Conference Travel Grant 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company/Organization] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient Name] 

[Recipient Position] 

[Organization/Company Name] 

[Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to inquire about the possibility of a travel grant 

to attend the [Name of Conference] scheduled for [Conference Dates] in [Location]. As a 

representative of [Your Company/Organization], I believe that participating in this conference 

will provide valuable insights and networking opportunities which can benefit our industry. 

My focus at the conference will be on [Briefly state your objective or area of interest], and I hope 

to gain knowledge about [Specify what you aim to learn or achieve]. I understand that your 

organization offers travel grants to support industry representatives in attending such events, and 

I would like to inquire if there is an opportunity for me to apply for such support. 

If possible, I would appreciate any details regarding the application process and eligibility 

criteria for the travel grant. Thank you for considering my request. I look forward to your prompt 

response. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company/Organization] 


