
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

National Visa Center  

[Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Request for [Specify the Request - e.g., Visa Application 

Status, Document Submission, etc.] 

I hope this letter finds you well. I am writing to formally request 

[briefly state the purpose of your request, e.g., an update on my visa 

application status, the submission of required documents, etc.]. My case 

number is [Your Case Number].  

[Provide a brief background on your situation, including relevant dates, 

names, and any other pertinent information that helps clarify your 

request.] 

I appreciate your attention to this matter and look forward to your 

prompt response. Should you need any additional information or 

documentation, please feel free to contact me at [Your Phone Number] or 

[Your Email Address].  

Thank you for your assistance.  

Sincerely,  

[Your Name]  

[Your Signature (if sending a hard copy)] 


