
Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Institution or Organization's Name] 

[Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request funding approval for my 

upcoming study abroad program at [University/Institution Name in Host Country], scheduled to 

take place from [Start Date] to [End Date]. This program aligns perfectly with my academic 

goals in [Your Major/Field of Study] and is a crucial opportunity for my personal and 

professional development. 

The total cost of the program is [Total Cost], which includes tuition, accommodation, travel, and 

other necessary expenses. I believe that this investment will have a significant impact on my 

education and career prospects. 

I have attached all relevant documents, including the program details and estimated costs, for 

your review. I would greatly appreciate your support in funding this opportunity, as it will not 

only enhance my learning experience but also enable me to contribute positively to our 

institution upon my return. 

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

Sincerely, 

[Your Name] 

[Your Student ID] 

[Your Contact Information] 


