<<Date>>
<<Address>>
<<Address>>
<<Address>>
Dear Professor <<Last Name>>:

I am currently an undergraduate student at the University of North Carolina at Greensboro (UNCG).  My major requires that I complete study in a foreign language through the intermediate level in order to earn my degree.  Since I proficient in a language other than English <<specify language>>, I am interested in having this requirement waived.

The University will waive this requirement for me, provided you and I have a telephone conversation in which I can show you that I have a level of proficiency in this language equivalent to that of an intermediate-level language course. You may also give a writing and/or reading exam in addition to or instead of a conversational exam. UNCG considers proficiency to be the ability to read a newspaper or magazine without a dictionary and understand approximately 80% of what is read and approximately 60% of the spoken word. The University would then need you to send a letter on university letterhead or an e-mail from your university e-mail account describing my level of proficiency to Sarah Hamrick in the College of Arts and Sciences Advising Office  (slhamric@uncg.edu). The address for the CASA office is:

Sarah Hamrick, CASA

1010 Administration Dr.

25 Foust Building

Greensboro, NC, 27412
Please contact me at <<your telephone number>> if you are willing to assist me in having my foreign language requirement waived so that we may schedule a time for our telephone conversation.  
Sincerely,

<<Your Name>>
