
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title/Organization]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

I hope this letter finds you well. I am writing to request travel support 

for [briefly explain purpose of travel, e.g., attending a conference, 

conducting research, etc.].  

[Provide a brief overview of your background and qualifications relevant 

to the travel opportunity.]  

The event, [name of event or activity], will take place on [dates] in 

[location]. Participating in this [conference/research trip] is important 

because [explain significance and how it relates to your work or 

objectives].  

I am seeking financial support for [specify needs, e.g., transportation, 

accommodation, meals, etc.]. The estimated total cost is [provide an 

estimate], and any assistance you could provide would greatly help make 

this opportunity possible.  

Thank you for considering my request. I am looking forward to the 

possibility of collaborating and contributing to [mention any relevant 

goals or initiatives].  

Sincerely,  

[Your Name]  

[Your Title/Position, if applicable]  

[Your Organization, if applicable] 


