[Your Name]

[Your Position]

[Your Department]
[Your Institution]
[Your Email]

[Your Phone Number]
[Date]

[Recipient Name]
[Recipient Position]
[Recipient Department]
[Recipient Institution]

Dear [Recipient Name],

I hope this message finds you well. I am writing to inquire about potential travel grant
opportunities available for faculty members at [Your Institution]. As a [your specific research
area or purpose for travel], | am eager to explore funding options that can assist in facilitating
travel for [specific purpose, e.g., attending conferences, conducting research, etc.].

Could you please provide information regarding any current or upcoming travel grants that
faculty may apply for? Additionally, | would appreciate any details on the application process,
eligibility criteria, and deadlines.

Thank you for your assistance. | look forward to your response.
Sincerely,

[Your Name]
[Your Position]



