
[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: Request for HP Visa Application Support  

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

assistance with my application for an HP visa. I am [briefly introduce 

yourself and your background].  

The purpose of my travel is [state the purpose, e.g., employment, 

studies, research, etc.]. I have been offered a position at 

[Company/Organization] as [Your Job Title/Position] and am excited about 

the opportunity to contribute to [mention the organization or project 

briefly].  

To facilitate my visa application process, I kindly request the following 

documents/information:  

1. [List any required documents, e.g., job offer letter, sponsorship 

letter, etc.]  

2. [Any additional information or support you require]  

I appreciate your prompt attention to this matter and look forward to 

your support in helping me obtain my HP visa. Please feel free to contact 

me at [your phone number] or [your email address] should you need any 

further information.  

Thank you for your assistance.  

Sincerely,  

[Your Name]  

[Your Job Title/Position if applicable] 


