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	New Mexico State University 
Graduate Student Council 
Travel Funding Request Letter
	FORM 1
	Domenici Hall Room 105
New Mexico State University
Las Cruces, NM 88003-8001
gscexecutiveteam@nmsu.edu 




	Date:
	

	Name:
	

	Department:
	

	E-Mail:
	

	Aggie ID:
	



To whom it may concern, 

I am writing to request [reimbursement/travel funding] for my participation in the [Full Name of Conference], held in [City, State] from [Conference Start Date (Month Day, Year)] to [Conference End Date (Month Day, Year)].
The primary purpose of my attendance was to [present my research/present a poster] titled, "[Title of Your Presentation or Paper]." Attending this conference was a valuable opportunity to [share my work, engage with leading researchers in my field, and receive feedback], which directly benefits my [doctoral/master’s] research at NMSU.
I am requesting a total of [$XXX.XX] from the GSC. These funds were used to cover the following expenses:
(It is important to be transparent about other funding. Include a sentence like one of these):
· Example 1: My conference registration fee of [$XXX.XX] was covered by the [Name of Department or Grant]. The amount I am requesting reflects all other expenses.
· Example 2: I also received a partial travel award of [$XXX.XX] from [Organization Name], which has been applied to my lodging costs.
· Example 3: All other expenses (such as [airfare, meals]) were covered by [my department/personal funds].
I have attached all required documentation for your review, including [list attachments, e.g., conference registration proof, all itemized receipts, and a letter from my advisor].
Thank you for your consideration and for your support of graduate student research. Please let me know if you require any additional information.

Sincerely,
[Your Full Name]
	Please use Adobe Acrobat Digital Signature Tool to generate your signature in the signature box 
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