
Letter of Inquiry for Allowance to Attend Academic Trip 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Title/Position] 

[Institution/Organization Name] 

[Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

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

financial allowance to attend the upcoming academic trip to [Destination/Location] scheduled for 

[Dates of Trip]. This trip is an invaluable opportunity for me to enhance my learning in 

[Subject/Field of Study] and to engage with peers and professionals in the field. 

The trip includes [brief description of activities, workshops, or seminars], which I believe will 

greatly contribute to my academic and professional development. I would greatly appreciate any 

support that the institution may offer in terms of funding or allowances for this endeavor. 

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

Sincerely, 

[Your Name] 

[Your Position/Title if applicable] 

[Your Institution Name] 


