**NVC Application Letter Outline**

1.

**Header**
Your Name
Your Address
City, State, Zip Code
Email Address
Phone Number
Date
**Recipient's Information**
National Visa Center (NVC)
Address (if applicable)
**Subject Line**
Application for [Type of Visa or Benefit]
**Greeting**
Dear [NVC Officer/Specific Name if known],
**Introduction**
Briefly introduce yourself
State the purpose of the letter
**Background Information*x*
Details of the visa petition
Relevant case number or receipt number
Names of all individuals involved (petitioner and beneficiary)
**Statement of Intent**
Clearly state your intent to apply for the visa
Mention any relevant details supporting your application
**Supporting Information*x*
List necessary documents attached
Include details about how you meet eligibility requirements
Address any potential concerns or questions
**Conclusion**
Invite any further questions or requests for information
Express appreciation for their consideration
**Closing**
Sincerely,
[Your Handwritten Signature if submitting by mail]
[Your Typed Name]
**Attachments**
List of documents included with the application



