
Embassy of [Country] 

[Embassy Address] 

[City, State, Zip Code] 

[Date] 

To Whom It May Concern, 

I am writing to formally request entry clearance to [Country] for the purpose of [state purpose, 

e.g., diplomatic mission, official visit]. My details are as follows: 

Name: [Your Full Name] 

Position: [Your Position] 

Organization: [Your Organization] 

Passport Number: [Your Passport Number] 

Intended Dates of Visit: [Start Date] to [End Date] 

Details of the Mission: 

[Provide a brief description of the diplomatic mission and its significance] 

I kindly request that you process my application at your earliest convenience, as it is crucial for 

me to attend this mission. I have enclosed all necessary documents, including my passport, 

invitation letter, and any other supporting materials required for this application. 

Thank you for your attention to this matter. I look forward to your prompt response. 

Sincerely, 

[Your Name] 

[Your Contact Information] 


