
Visa Application Leave Request Letter for Academic Purposes 
 

[Your Name]​
[Your Address]​
[City, State, Zip Code]​
[Your Email Address]​
[Your Phone Number]​
[Date] 

[Recipient's Name]​
[Employer/School/Organization Name]​
[Address]​
[City, State, Zip Code] 

Subject: Leave Request for Visa Application - Academic Purposes 

Dear [Recipient's Name], 

I hope this letter finds you in good health and spirits. I am writing to formally request a leave of 
absence from [work/school/other responsibilities] to facilitate the processing of my visa 
application for academic purposes. 

I have been granted admission to [Name of University/Institution] in [Destination Country] to 
pursue [Degree Program/Research Project]. This is a significant opportunity for academic 
advancement and personal growth, and I am excited about the prospects it offers. 

The duration of my stay in [Destination Country] will be from [Start Date] to [End Date]. During 
this time, I will be engaged in [Brief Description of Academic Activities or Program]. I have 
attached all the necessary documents required for my visa application, including my acceptance 
letter, visa application form, financial documents, and any other relevant materials. 

I understand the importance of my responsibilities and assure you that I will complete any 
pending tasks before my departure. I have also made arrangements to ensure that my duties 
are covered during my absence. [You may provide details of who will handle your 
responsibilities in your absence.] 

I kindly request your approval for this leave of absence to facilitate my visa application process 
and academic pursuits. If there are any additional documents or information required from my 
end, please do not hesitate to contact me at [your phone number] or [your email address]. 

Thank you for your understanding and support. I am grateful for the opportunities provided by 
[Employer/School/Organization Name], and I look forward to returning with valuable knowledge 
and experiences to contribute to our collective growth. 



Sincerely, 

[Your Name] 
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