
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Immigration Office Name]  

[Office Address]  

[City, State, Zip Code]  

Subject: [Brief Subject of the Letter]  

Dear [Immigration Officer's Name or "To Whom It May Concern"],  

I hope this letter finds you well.  

I am writing to [state the purpose of your letter - e.g., provide 

additional information regarding my application, request a status update, 

etc.].  

[Paragraph 1: Explain your situation in detail, providing any necessary 

background information.]  

[Paragraph 2: Include any supporting information or documents you are 

providing, if applicable.]  

[Paragraph 3: State any specific requests you have or actions you wish 

for the immigration office to take.]  

Thank you for your attention to this matter. I look forward to your 

prompt response.  

Sincerely,  

[Your Name]  

[Your Signature (if sending a hard copy)] 


