
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Recipient's Organization]  

[Organization's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Request for HQ Visa  

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

visa to facilitate my relocation to [Country] for professional purposes.  

[Explain your purpose for applying for the HQ visa, including details of 

your position, the company you will be working for, and the relevance of 

your work to your skills and experience.] 

I believe that my [specific qualifications, skills or experience relevant 

to the position] make me a strong candidate for this opportunity, and I 

am eager to contribute to [Company/Organization Name] and the [specific 

projects or goals] during my time in [Country].  

Please find attached [any required documents, such as passport copies, 

invitation letters, etc.], which further support my application for the 

HQ visa. I would greatly appreciate your assistance in processing my 

request at your earliest convenience. 

Thank you for considering my application. I look forward to your positive 

response. 

Sincerely,  

[Your Name]  

[Your Job Title]  

[Your Company Name] (if applicable)  

[Your Signature (if sending a hard copy)] 


