Guide: official letter of introduction (Spanish/English)
OFFICIAL LETTERHEAD (top frame: Official logos of the University/ Ministry of Education)

Reference Number: (Institutional reference number)
Subject: Institutional Letter of Presentation / Academic Stay
[City, Country], [Month] [Day], 2026.
Dr Jesús Garduño Mejía
Academic Secretary
Instituto de Ciencias aplicadas y Tecnología
Universidad Nacional Autónoma de México 


[Name of the Institution] hereby formally presents [Full Name of the Student], who is duly enrolled in the [Name of the Degree Programme]. A request is hereby submitted to the Instituto de Ciencias Aplicadas y Tecnología of the Universidad Nacional Autónoma de México (ICAT-UNAM) for approval of the academic stay to be undertaken by the student at the Institute for the period from  [day/month/year] to [day/month/year], with a total duration of [number] hours, in accordance with the attached work plan.

[Name of the Institution] further certifies that the student has obtained the requisite institutional authorization to undertake the proposed stay, holds valid medical and travel insurance coverage, and, where applicable, additional coverage required under the relevant regulations, and has secured the necessary financial support to carry out the academic stay.

Additional student information
• Student ID / Registration Number: [_________________________]
• International health insurance: [_________________________]
• Additional insurance (if applicable): [_________________________]

Upon approval of the stay by the competent authorities of ICAT-UNAM, the issuance of the following documentation is respectfully requested: [letter of acceptance, letter of completion, ___ ].

Sincerely,


[Name of Signing Authority]
[Position]
[Name of the Institution]
[Signature]
[Official Seal]








--------------------------------

[LOWER FRAME]
Full address – Paris, France, Tel: [+33 ...], Email: [institutional], Website: [official URL]
