Consulate Appointment Request Letter
EchoLegal Template
⚖️ This template is for informational purposes only and does not constitute legal advice.
[Your Full Name]
[Your Address]
[City, State, ZIP Code]
[Phone Number]
[Email Address]

[Date]

Consulate General of [Country]
[Consulate Address]
[City, State, ZIP Code]

Subject: Request for Appointment – [Service Type]

Dear Sir/Madam,
Purpose of Request
I am writing to respectfully request an appointment at the Consulate General of [Country] in [City] for the following consular service:

☐ Passport Application / Renewal
☐ Visa Application
☐ Civil Registration (Birth/Marriage/Death)
☐ Document Legalization / Apostille
☐ Power of Attorney (Vekaletname)
☐ Notarial Services
☐ Citizenship Services
☐ Other: [Specify]
Applicant Information
Full Name: [Your Full Legal Name]
Date of Birth: [DOB]
Place of Birth: [City, Country]
Nationality: [Country]
Passport Number: [Number]
Passport Expiry Date: [Date]
Current Address: [Full Address]
Phone Number: [Number]
Email: [Email]
Service Details
Please provide details about the specific service you are requesting:

[CUSTOMIZE: Describe the specific service needed, documents to be processed, or action required]

Preferred Appointment Date(s):
• First Choice: [Date and Time]
• Second Choice: [Date and Time]
• Third Choice: [Date and Time]
Documents Prepared
I have prepared the following documents for my appointment:

☐ Valid passport (original + copy)
☐ National ID card (original + copy)
☐ Passport-size photographs
☐ Completed application form
☐ Proof of address
☐ [Other relevant documents]

[List any additional documents specific to your request]
Urgency (if applicable)
☐ This is a standard request
☐ This is an urgent request due to: [Explain reason]

[If urgent, provide documentation supporting the urgency, such as travel tickets, medical documents, or other relevant evidence]
Contact Information
I can be reached at:

Phone: [Your Phone Number]
Email: [Your Email]
Best time to contact: [Morning/Afternoon/Evening]

Alternative Contact:
Name: [Name]
Phone: [Number]
Relationship: [Relationship]
Closing
Thank you for your attention to this request. I am prepared to provide any additional documentation or information that may be required. Please confirm my appointment at your earliest convenience.

Respectfully,


____________________________
[Your Signature]

[Your Printed Name]
[Date]


Enclosures:
• [List any documents attached to this request]
