
**UGC Approval Letter Template** 

[Your Name]  

[Your Position]  

[Your Institution/Organization]  

[Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[University Grants Commission (UGC)]  

[UGC Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Request for Approval of [Project/Program/Research Title]  

I hope this letter finds you well. I am writing to formally request the 

approval of [briefly describe the project or program, e.g., a research 

study, an educational program, etc.] that we plan to undertake at [Your 

Institution/Organization].  

**Project/Program Overview**  

- **Title**: [Title of the Project/Program]  

- **Duration**: [Start Date] to [End Date]  

- **Objectives**: [List key objectives or aims of the project/program]  

- **Significance**: [Explain the importance and expected impact of the 

project/program]  

**Budget and Funding**  

A detailed budget has been prepared, which outlines the financing 

required to successfully conduct the project. We are seeking a total of 

[amount] from UGC, which will be allocated towards [brief explanation of 

budget allocation]. 

**Compliance with UGC Guidelines**  

We have ensured that the proposed [project/program] aligns with UGC's 

guidelines and objectives, and we are committed to adhering to all 

compliance requirements throughout the project duration. 

**Supporting Documents**  

Attached with this letter are the following documents for your reference:  

- Project Proposal  

- Detailed Budget  

- Institution's Profile  

- [Any other relevant documents] 

We believe that with UGC's support, our [project/program] can 

significantly contribute to [state the broader impact, e.g., academic 

growth, community development, etc.].  

Thank you for considering our request. We look forward to your favorable 

response.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Position]  

**Attachments**:  

- Project Proposal  

- Detailed Budget  

- Institution's Profile  



- [Other documents] 


