
[Your Name]  

[Your Address]  

[City, State, Postcode]  

[Email Address]  

[Phone Number]  

[Date]  

Queensland Passport Office  

[Office Address]  

[City, State, Postcode]  

Dear Sir/Madam, 

Subject: [Reason for Writing: e.g., Passport Application, Renewal, 

Inquiry] 

I am writing to [briefly state the purpose of your letter, e.g., submit 

my passport application, inquire about the status of my application, 

request information regarding passport services]. 

My details are as follows:  

- Full Name: [Your Full Name]  

- Date of Birth: [Your Date of Birth]  

- Passport Number (if applicable): [Your Passport Number]  

- Contact Information: [Your Email/Phone Number]  

[Provide any additional details relevant to your request, including any 

specific questions or concerns you have.] 

I appreciate your assistance in this matter and look forward to your 

prompt response. 

Thank you. 

Sincerely, 

[Your Name]  

[Signature (if sending a hard copy)] 


