
Reference Request for Exchange Program 

Dear [Recipient's Name], 

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

for my application to the [Name of Exchange Program] aimed at professional development 

abroad. 

As you know, I am eager to enhance my skills and broaden my experience in [specific field or 

area]. Participating in this exchange program will offer me a unique opportunity to learn from 

international practices and contribute to our community upon my return. 

Your insights into my work ethic and professional achievements would greatly strengthen my 

application. The deadline for submission is [Deadline Date], and I would be more than happy to 

provide any additional information you may need for the reference. 

Thank you very much for considering my request. I greatly appreciate your time and support. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


