
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Title/Position]  

[Office/Organization Name]  

[Address]  

[City, State, Zip Code]  

Subject: Immigration Case [Your Case Number]  

Dear [Recipient's Name],  

I hope this letter finds you well. I am writing to you regarding my 

immigration case, specifically [briefly state the purpose, such as "to 

provide additional documents" or "to request an update"].  

[Paragraph detailing your case, including important information such as 

dates, types of visas, and any relevant background information.]  

I have attached [list any documents you are including] for your 

reference.  

I appreciate your attention to my case and look forward to your prompt 

response.  

Thank you for your assistance.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name] 


