
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Formal Request for HQ Visa  

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

issuance of an HQ visa in relation to my employment with [Company Name].  

As part of my role as [Your Job Title], I am required to [briefly explain 

the purpose for needing the HQ visa]. This visa is critical for me to 

[mention the impact or necessity, e.g., attend meetings, collaborate with 

team members, etc.].  

I have attached all necessary documents to support my request, including 

[list of documents, e.g., employment verification, project details, 

etc.]. I kindly ask for your assistance in expediting this process, as it 

is essential for [explain the urgency or importance].  

Thank you for considering my request. I look forward to your prompt 

response.  

Sincerely,  

[Your Name]  

[Your Job Title]  

[Company Name] 


