
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Department of Homeland Security]  

[Office Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Request for Approval of [Specific Application/Request]  

I hope this letter finds you well. I am writing to formally request the 

approval of my [brief description of application/request, e.g., visa 

application, immigration petition, etc.], submitted on [submission date].  

[In this paragraph, provide a brief summary of your situation and the 

reason for your request. Mention any relevant details and specific 

provisions that support your case.]  

[In the next paragraph, you can add any additional information that may 

strengthen your application, such as accomplishments, community 

involvement, or reasons for your request being urgent or significant.]  

I am sincerely hopeful that you will consider my application favorably. 

Thank you for your attention to this matter, and I look forward to your 

prompt response.  

Sincerely,  

[Your Name]  

[Your Title or Position, if applicable]  

[Your Application Reference Number, if applicable] 


