
[Your Name]  

[Your Address]  

[City, State, Postcode]  

[Email Address]  

[Phone Number]  

[Date]  

Passport Office  

[Address of the Passport Office]  

[City, State, Postcode]  

Subject: Request for Passport Application  

Dear Sir/Madam,  

I am writing to request information regarding my passport application.  

**Personal Information:**  

- Full Name: [Your Full Name]  

- Date of Birth: [Your Date of Birth]  

- Place of Birth: [Your Place of Birth]  

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

I have enclosed the required documents along with this letter:  

1. [List of enclosed documents]  

2. [List of enclosed documents]  

I kindly ask for your assistance in processing my application. If any 

additional information is needed, please do not hesitate to contact me at 

the above-mentioned phone number or email address.  

Thank you for your attention to this matter.  

Yours faithfully,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name] 


