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What is an Explanation Letter   

You can attach a letter of explanation if you would like to provide Immigration, Refugees and 
Citizenship Canada (IRCC) with more information about your Post-Graduation Work Permit (PGWP) 
application.  This letter can be uploaded in the “Client Information” section listed in the “Optional 
Documents” on your IRCC portal.  
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Why Write an Explanation Letter   

1. There are several reasons why applicants may want to attach an explanation letter. Some of 
these are listed in the right column of the table below.   
 

 

  If you… …submit these documents in addition to your Completion of 
Studies letter and transcript: 

a) had a gap in studies that was 
officially approved by NAIT… 

 Letter of explanation (written by you) 

 Proof of leave approval (Authorized Leave form 
signed by NAIT officials) 

 Supporting documents to explain reason for gap in 
studies (e.g. medical note, proof of military service) 

b) had a gap in studies (not including 
scheduled breaks) that was not officially 
approved by NAIT… 

 Letter of explanation (written by you) 

 Supporting documents to explain reason for gap in 
studies (e.g. medical note, proof of military service) 

c) studied part-time or appeared to 
have studied part-time at any point 
during your degree (not including 
your final term)… 

 Letter of explanation (written by you) 

 Supporting documents to explain reason for part-
time studies (if available) 

 Confirmation of Enrollment (MYNAIT Portal > Self- 
Service > Manage Classes) if you were a full-time 
student but appear to have studied part-time based 
on your NAIT transcripts; for example, your 
capstone was worth zero credits  

d) took courses at other Canadian 
Designated Learning Institutions 
(DLIs) or wish to combine two 
programs in the PGWP length 
calculation… 

 Letter of explanation (written by you) 

 Transcript from previous DLIs and/or programs 

e) are extending a PGWP due to 
the expiration of your previous 
passport… 

 Letter of explanation (written by you) 

f) ever exceeded the allowable 
hours of work for international 
students… 

 Letter of explanation (written by you) 

g) have changed your education 
plan (switched programs) … 

 Letter of explanation (written by you) 
 

h) have had academic difficulties… 
 Letter of explanation (written by you) 

i) have experienced more than one of the above situations, you can include all of these details in one 

Letter of Explanation. 

 

2. Merge all documents into one file and upload it to the “Client Information” section under “Optional 
Documents”, in your IRCC portal. 
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How to Format your Letter of Explanation  

 
When writing a formal letter, it is important to be clear and concise.  The style of writing a formal letter 
is standardized within Canada. Letter writing is a great skill to have as it enables you to compose 
immigration letters, cover letters and other formal letters beyond graduation.    
 
The following are required in a letter of explanation to IRCC: 

 Date 

 Address and Name of Recipient  

 Subject – topic of the letter 

 Body of Letter - Information that you would like to explain 

 Closing and your information – Name, Address, Phone, Unique Client Identifier (UCI) 
 
Example below may vary from your letter both in terms of content and length. However, the body of the 
letter should include most of the relevant information.  
 

 
 
 



 

6 
This document has been reviewed by a Regulated International Student 

Immigration Advisor (RISIA); however, this is not a legal document and 

information may change without notice. Always refer to IRCC website at 
www.cic.gc.ca for the most updated information. 

 
 
We want to hear from you! Did you find these tips to be helpful? How can we make them better or 
easier to use? Please email your comments about this guide to internationalcentre@nait.ca using 
‘Feedback on Tips for writing a PGWP explanation letter ’ in the subject line.  

mailto:internationalcentre@nait.ca

