
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Company/Organization Name]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Visa Petition for [Employee's Name]  

I am writing to formally submit a visa petition for [Employee's Name], 

who is applying for a [specific visa type, e.g., H-1B, L-1] visa to 

enable them to join our team at [Company Name] in [Location].  

[Employee's Name] has been selected for the position of [Job Title] as 

part of our team due to their exceptional qualifications and skills, 

which are vital for [specific project or role]. This letter outlines the 

necessity of their role and the significance of their contributions to 

our organization.  

1. **Employment Details**  

 - Position: [Job Title]  

 - Department: [Department Name]  

 - Responsibilities:  

 - [List key responsibilities and duties]  

 - Duration of Employment: [Start Date] - [End Date, if applicable]  

2. **Employee Qualifications**  

 - Education: [Degree, Major, Institution]  

 - Relevant Experience: [Briefly summarize relevant work experience]  

 - Skills: [List relevant skills that make them a strong candidate]  

3. **Justification for Visa**  

 - [Explain the need for this position and how it relates to your 

organization's goals]  

 - [Discuss any efforts made to recruit local candidates]  

I kindly request your favorable consideration of this petition, as 

[Employee's Name]'s employment is directly aligned with our strategic 

objectives and is essential for our operations.  

Enclosed are the necessary supporting documents, including [list of 

supporting documents, e.g., employee qualifications, job descriptions, 

labor condition application, etc.].  

Thank you for your attention to this matter. Please feel free to reach 

out if you require any additional information.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Job Title]  

[Company Name]  

[Company Address]  

[City, State, Zip Code] 


