Almaty, (date)
Dear Commission, 

PARAGRAPH 1: Present yourself briefly (e.g. what do you study), and inform about the University(s) of your choice (1-2 sentences).
PARAGRAPH 2: Present your greatest professional/educational/private accomplishments. Describe your: interests, initiatives undertaken, projects realized or participated in, etc.
PARAGRAPH 3: Describe your motivation. Why do you want to participate in an exchange programme? Why are you interested in studying at chosen University/ in definite country? 

PARAGRAPH 4: Describe expected potential outcomes and benefits from your participation in the exchange programme in regard to your further professional and/or personal development.

PARAGRAPH 4: Brief summary (1-2 sentences)
Yours sincerely,
(your signature)
REMEMBER: The most important is to justify adequately your MOTIVATION!!!

You need to convince the Commission that you are the most suitable student to participate in the exchange programme.
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