
Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

Email: [Your Email] 

Phone: [Your Phone Number] 

 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Organization] 

[Organization's Address] 

[City, State, Zip Code] 

 

Dear [Recipient's Name], 

 

I hope this message finds you well. I am writing to request your support by providing a reference 

for my application to participate in the [Program Name], a cultural exchange initiative aimed at 

fostering intercultural understanding and collaboration. 

As you are aware, I have been actively involved in [briefly describe your relevant experience or 

qualifications], and I believe that this program will enhance my skills and broaden my cultural 

perspectives. 

Your insights into my abilities and commitment would greatly strengthen my application. If you 

agree, I would greatly appreciate it if you could speak to my character and relevant contributions 

in the field of [relevant area or experience]. 

Thank you very much for considering my request. I value your support and guidance, and I am 

happy to provide any further information you might need. Please let me know if you would be 

willing to help by [insert any specific request, e.g., writing a letter or answering questions]. 



 

Best regards, 

 

[Your Name] 


