	Sample Letter for Departments Requesting an 
Extension of Stay for F-1 Students

This letter must be presented on university or department letterhead


«Current Date»
SUBJECT:
«UCF international student name»


Extension of stay (Form I-20) request 
To whom it may concern:
The above named student is making academic progress towards a «bachelor’s/master’s/doctoral» degree in «program name». The student will need additional time to complete all degree requirements. The expected graduating semester is «semester and year».
If the student is receiving financial support (sample insert)

The student is receiving financial support in the form of «research and/or teaching assistantships and/or fellowships» and is required to work «10/20» hours per week. The stipend is for a total of $«amount». In addition, the student receives a «half/full» tuition award for the « Fall 2020, Spring 2021» semester(s) or 2020-2021 academic year «and the cost of health insurance». 
If you need additional information, please do not hesitate to contact me at «phone number and/or email».
Sincerely,

«Department Person’s Name»
«Department Person’s Title»
