Dear KOICA office 

I am informing the details of my trip as follows during this semester.

Destination: 
Travel dates: From       to        
Transportation: 
Accommodation: 
Contact information: In case of an emergency or if you need to contact me during my trip, here is my contact information: [Your Phone Number and Email Address]. 
Emergency contact: In case of an emergency, please contact my designated emergency contact, [Emergency Contact's Name and Phone Number].
I would like to emphasize that I am fully aware of my academic responsibilities and will make arrangements to complete any coursework or assignments before departing for the trip. 
I acknowledge that I am solely responsible for any unavoidable incidents that may occur during my trip, and I confirm that neither the training institute nor KOICA will be liable for any compensation regarding any incidents that may occur during my trip.
Thank you for your consideration of my request. Please let me know if you require any additional information or documentation.

Sincerely,

[Your Name]




