
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient's Title]  

[Organization Name]  

[Organization Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

I am writing to formally request an XQD card for [specific purpose or 

reason]. I believe that obtaining this card will assist me significantly 

in [briefly explain how it will benefit you or the organization]. 

Please find attached the required documents to support my application. I 

am hopeful for a prompt resolution and I appreciate your consideration of 

my request.  

Should you require any further information or clarification, please do 

not hesitate to contact me at [your phone number] or [your email 

address]. 

Thank you for your attention to this matter. 

Sincerely,  

[Your Name]  

[Your Title/Position, if applicable]  

[Your Organization, if applicable] 


