
Study Abroad Approval Request 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Email] 

[Your Phone Number] 

[Recipient's Name] 

[Recipient's Title] 

[University/College Name] 

[University Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request your approval to participate 

in a study abroad program during the [insert semester/year] as part of my undergraduate studies 

in [Your Major]. 

The program I am interested in is [insert program name], located at [insert host institution's name 

and location]. This opportunity will allow me to enhance my academic experience and gain 

valuable international perspectives in my field of study. 

I have thoroughly researched the program and am confident that it aligns with my academic 

goals and career aspirations. I have also attached all necessary documents, including my 

academic records, the program syllabus, and letters of recommendation, for your review. 

I kindly ask for your support and approval for my participation in this program, which I believe 

will greatly contribute to my personal and professional growth. 

Thank you for considering my request. I look forward to your positive response. 

Sincerely, 



[Your Name] 

[Your Student ID] 


