
Request for Conference Travel Funding 

Date: [Insert Date] 

To: [Insert Recipient's Name]  

[Insert Recipient's Title]  

[Insert Institution/Organization Name]  

[Insert Address] 

Dear [Recipient's Name], 

I am writing to request funding for my travel expenses to attend the [Insert Conference Name] 

taking place from [Insert Start Date] to [Insert End Date] in [Insert Location]. This conference 

presents a valuable opportunity for faculty members to engage with leading researchers in our 

field, exchange ideas, and enhance our institution's academic reputation. 

As a member of the [Insert Department/Faculty] at [Insert Institution Name], my participation in 

this conference is particularly important because [Insert Reason for Attendance, e.g., presenting a 

paper, leading a workshop, networking opportunities]. 

The estimated cost for my travel, accommodation, and registration fees is approximately [Insert 

Total Amount]. I believe that this investment will yield significant benefits for our department in 

terms of [Insert Benefits, e.g., collaborations, knowledge transfer, etc.]. 

Thank you very much for considering my request. I am looking forward to your positive 

response. 

Sincerely, 

[Your Name]  

[Your Title]  

[Your Department]  

[Your Institution]  

[Your Email]  

[Your Phone Number] 


