SAMPLE LETTER

[Senders Name]
[Address ling)
[State, ZIP Code)
[Letter Date]
[Recipients Name]
(Address ine|
[State, ZIP Code)

[Subject: Normally bold, summarizes the intention of the letter] -Optional-

Dear [Reapents Name),
| am writng on behaf of my fnend Kiko Montoya, who has apphed o immigrate to the Unied Staies.

My name & Amold Smith, and | have known Kiko for the past five years. He is a good fend and a respectable business person. | met him fve years
a0 when | worked with hm in Japan bor theee years. Through his Kndness and generosity, he accommodated me during my stay and treated me as i
| were his brother. During our time bgether | got 1o know him as a hardworking, canng, and thoughul person. He i also an upstanding atzen and
actively volunteers in helpng mprove his communiy.

His famiy has long lved in the Unted States, but due 1o previous convactual commitments, Kio has been unable b fallow them here. Now hat he
has completed hs abligations he s now free 1o reunie with his family. He has patiently waited a long time to be with fhem and has worked hard 1o be a
notable and upstanding indwidual. He s ane of the most dependable, conscientious, honest and peace-loving people | have ever mel and would be
an excellent additon 1o our community. | wesh | could retum the kindness he has shown me and et him feel welcome and at home in our country. | am
happy to prowvide furher inormaton i requred.

Sncerely,

[Senders Name|

[Senders Title| -Optiona-

[Encloswes: number| - Optiona -

cc. [Name of copy recpent] - Oponal -




