
Travel Grant Approval 

Date: [Insert Date] 

[Recipient's Name] 

[Recipient's Address] 

[City, State, ZIP Code] 

Dear [Recipient's Name], 

We are pleased to inform you that your application for a travel grant to attend the [Name of 

Academic Conference] has been approved. The conference is scheduled to take place from [Start 

Date] to [End Date] at [Location]. 

You will receive a total grant amount of [Amount] to support your travel expenses. Please retain 

all receipts and submit them to our office for reimbursement upon your return. 

We encourage you to take full advantage of this opportunity, as it will be a valuable experience 

for your professional development and scholarly work. 

Congratulations once again, and we wish you safe travels and a fruitful conference experience. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Institution] 

[Contact Information] 


