DATE
To Whom It May Concern:
XXX is a TITLE in the department of XXX Engineering at Northwestern University. I am aware of and have approved XXX’s upcoming travel plans to visit the XXX to attend/for the purpose of XXX. XXX will be traveling from START DATE to END DATE. I expect XXX to return to Northwestern to continue working at the completion of this travel.
Regards,


PROFESSOR NAME
TITLE, DEPARTMENT

Northwestern University
Email: XXX@northwestern.edu 

Phone: 847-XXX-XXXX
