
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Title]  

[Immigration Office/Organization Name]  

[Office Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: [Subject of the Letter]  

I am writing to you regarding my immigration application [or specify the 

type of application, e.g., visa application, green card application, 

etc.], submitted on [date of submission]. My application reference number 

is [application number].  

[Include a brief introduction about your situation, the purpose of your 

letter, and any pertinent information related to your application.]  

[In this paragraph, provide more detailed information about your case, 

including any additional documentation, issues you are facing, or 

clarification needed regarding your application.]  

I respectfully request [state what you are requesting from the 

immigration office, such as assistance, a status update, or specific 

actions]. I appreciate your attention to this matter and look forward to 

your prompt response.  

Thank you for your time and consideration.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Optional: Any additional information or enclosures, if applicable] 


