
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Request for Work Permit Procedures 

I hope this message finds you well. I am writing to inquire about the 

necessary procedures and requirements for obtaining a work permit for 

[specific position/job title] within [Company/Organization Name]. 

As I am eager to join the team and contribute my skills, I would greatly 

appreciate your guidance on the following: 

1. Documentation required for the application process. 

2. Any specific forms that need to be completed. 

3. Estimated processing time for the work permit approval. 

4. Any applicable fees associated with the work permit application. 

Thank you for your assistance in this matter. I look forward to your 

prompt response. 

Sincerely,  

[Your Name]  

[Your Job Title / Position (if applicable)]  

[Your Signature (if sending a hard copy)] 


