
[Your Name]  

[Your Address]  

[City, Province, Postal Code]  

[Email Address]  

[Phone Number]  

[Date]  

Immigration, Refugees and Citizenship Canada (IRCC)  

[Specific Office Address if applicable]  

[City, Province, Postal Code]  

Subject: [Reason for Submission - e.g., Application for Permanent 

Residency, Visitor Visa Application, etc.]  

File Number: [Your File Number, if applicable]  

Dear Sir/Madam, 

I am writing to submit my application for [specific type of application] 

on behalf of myself and, if applicable, my family members. I have 

enclosed all the necessary documents as outlined in the application 

guidelines. 

[Paragraph 1: Brief Introduction]  

Introduce yourself and provide a brief background relevant to your 

application. Outline your purpose for writing. 

[Paragraph 2: Details of Your Application]  

Provide specific details about your application, including your 

eligibility, the type of visa you are applying for, and any important 

dates or information.  

[Paragraph 3: Supporting Documents]  

List the supporting documents you are including with your application 

(e.g., identification documents, proof of funds, employment letters).  

[Paragraph 4: Closing Statement]  

Thank the IRCC for considering your application and express your 

willingness to provide any further information or clarification if 

required.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

Enclosures:  

[List the names of the documents you are including, e.g., Passport Copy, 

Application Form, etc.] 


