
[Your Name]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

  

[Recipient Name]  

[Title]  

[Department of Immigration]  

[Office Address]  

[City, State, ZIP Code]  

  

Dear [Recipient Name],  

  

Subject: [Brief Subject of the Letter]  

  

I am writing to [state the purpose of your letter, e.g., apply for 

immigration, request information, etc.].  

  

[First paragraph: Briefly introduce yourself and your situation. Mention 

any pertinent details such as your current immigration status, 

application type, or case number.]  

  

[Second paragraph: Provide additional details that support your request 

or application, including relevant dates, events, and any documentation 

you are including with the letter.]  

  

[Third paragraph: Conclude your request or application, reiterating any 

important points and expressing gratitude for their time and attention. 

Offer to provide further information if needed.]  

  

Thank you for considering my request. I look forward to your prompt 

response.  

  

Sincerely,  

  

[Your Name]  

[Your Signature (if sending a hard copy)]  

[Enclosures: List any documents you are including with the letter] 


