
Acceptance of Travel Funds Allocation 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient Name] 

[Organization Name] 

[Organization Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I am writing to formally accept the allocation of travel funds that I have been offered for my 

upcoming [describe the purpose of travel, e.g., conference, research project, etc.]. I am grateful 

for this opportunity and appreciate your support in facilitating my participation. 

The allocated amount of [insert amount] will significantly assist me in covering expenses related 

to [briefly outline what the funds will cover, e.g., travel, accommodation, meals, etc.]. I assure 

you that I will utilize these funds responsibly and in alignment with the guidelines provided. 

Thank you once again for this generous allocation. I look forward to making the most of this 

opportunity and will keep you informed about my progress and experiences during this travel. 

Sincerely, 

[Your Name] 

[Your Title/Position] 


