PUBLIC LANGUAGE RESOURCES

Emails and Written Requests to Public Offices

15 adaptable templates - English / Japanese / Korean
LANGLOBE - 2026

How to use these templates

These examples are designed for people contacting administrative offices, immigration desks, municipal
services and public support agencies.

1 Confirming whether an application was received
Subject (EN)

Confirming whether an application was received - [reference if safe]

English

Dear [Office/Officer],

| submitted my application on [date] using [method]. Could you confirm whether it has been formally received
and provide the application or receipt number? If further action is required, please tell me what | should do
next.

Thank you for your assistance.
[Name / safe return contact]
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2 Clarifying missing documents
Subject (EN)
Clarifying missing documents - [reference if safe]

English
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Dear [Office/Officer],

| received a request for additional documents dated [date]. Please identify each missing item, the acceptable
format, and whether a translation or original is required. If possible, please point me to the applicable written
instructions.

Thank you for your assistance.
[Name / safe return contact]
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3 Asking how a deadline is calculated

Subject (EN)

Asking how a deadline is calculated - [reference if safe]

English

Dear [Office/Officer],

Your notice states a deadline of [number] days. Does the period begin on the date of issue, dispatch, receipt, or

another date? Please confirm the exact deadline, the time zone if electronic submission is allowed, and
whether receipt by that date is required.

Thank you for your assistance.
[Name / safe return contact]
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4 Requesting more time without assuming approval
Subject (EN)

Requesting more time without assuming approval — [reference if safe]

English

Dear [Office/Officer],

| may be unable to provide [item] by [deadline] because [brief reason]. Is an extension legally available for this
procedure? If so, how must | apply, by when, and when would | know whether it has been granted? |
understand this inquiry does not itself extend the deadline.

Thank you for your assistance.
[Name / safe return contact]

BAGE
[BBE - E4E] R

BEH|D7c®. HERIE TIC(EE - FHZIR/EIT B CHHLVWRIAATY, COFHRTHRERIIBO S5SNI ITH. A6
BB, BEAEL. PHEHR. FEORRAEZHI TV, CORKLITTHRMEREINZ DD TIIHRVWCIEREL
TWET,

BMLLWEIABNADETH. LB LLBBEVVWLLET,
(K4 - Z2RIER]

[ALRIE 218l [7[8HHX] [MF-ARIS RIZ67| of2@ 2O IAELICE O] Aol 7|3t S150] FHS BRI, THSSrte A1 g 7|
3591 Of12 20l WS AP{ZA|7| HIZILICH O 22|30 7|3H0] HAE|X| QH=Chs H2 0fsHstn 2

5 Checking whether email is a valid submission method
Subject (EN)

Checking whether email is a valid submission method - [reference if safe]

English

Dear [Office/Officer],

Can [document] be formally submitted by email, or is an online portal, post, or in-person filing required? If

LANGLOBE - langlobe.org | 2026



email is accepted, please specify the designated address, file format, size limit, and how | can obtain
confirmation of receipt.

Thank you for your assistance.
[Name / safe return contact]
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6 Requesting an accessible or translated explanation

Subject (EN)

Requesting an accessible or translated explanation — [reference if safe]

English

Dear [Office/Officer],

I would like to understand the instructions before taking action. Is an interpreter, a translated explanation, or

written guidance in plain language available? Please tell me whether there is a fee and how to arrange this
support.

Thank you for your assistance.
[Name / safe return contact]
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7 Confirming an apparent inconsistency

Subject (EN)

Confirming an apparent inconsistency — [reference if safe]

English

Dear [Office/Officer],

On [date], | was told [information A], while the published guidance at [URL/title] states [information B]. Which

rule applies to an application submitted on [date]? Could you identify the applicable provision or current
written guidance?

Thank you for your assistance.
[Name / safe return contact]

B#AGE
[ERE - EHE] flF

[BENCIZFEARAICAVE LA [URL - BHR)ICII[EABIEEH SN TULERY, [FHEAIOBRFICIZEE5MERATN
FIh. BMEBINEXRBRITORANEZEZ CHRLETL

BLLVWETABNADETH KB LIBEVWLET,
(K% - RERIRE]

stof

CI2-HERM] HE

[0l = [t Al2t SAKIT [URL-XI=E]0l= [ B]Z EAI=0] JAELICH [ME L]0 HEet MHEo= ol J|Z0| HEE L
T 2 8 EE AU ME QLS 2E{FA|7| BHEHLCY.

8 Checking the status without assuming a decision date

Subject (EN)

Checking the status without assuming a decision date — [reference if safe]

English

Dear [Office/Officer],

| am writing about application [reference number], submitted on [date]. Could you confirm its current stage

and whether any action is pending on my side? If no completion date can be given, please let me know when
and how | should check again.
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Thank you for your assistance.
[Name / safe return contact]
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9 Asking for written reasons after refusal

Subject (EN)

Asking for written reasons after refusal — [reference if safe]

English

Dear [Office/Officer],

| was informed that [application/request] was not accepted or approved. Please clarify whether this is a formal

decision and, if so, how | can obtain the written reasons, date of notice, and information about any review or
appeal procedure.

Thank you for your assistance.
[Name / safe return contact]
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10 Checking before withdrawing an application
Subject (EN)

Checking before withdrawing an application — [reference if safe]

English

Dear [Office/Officer],

| was advised to withdraw application [number]. Before deciding, could you explain in writing how withdrawal
would affect the original filing date, paid fees, eligibility to reapply, and any available review procedure? | have
not yet authorized withdrawal.

Thank you for your assistance.
[Name / safe return contact]
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1 Requesting return of original documents
Subject (EN)

Reqguesting return of original documents - [reference if safe]
English

Dear [Office/Officer],

| submitted the original [document] on [date]. Is the original retained permanently, or may it be returned after
verification? If return is possible, please advise the procedure, expected timing, and whether a certified copy
would suffice.

Thank you for your assistance.
[Name / safe return contact]
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12 Asking for referral when the office cannot assist

Subject (EN)

Asking for referral when the office cannot assist — [reference if safe]

English

Dear [Office/Officer],

If your office is not responsible for [issue], could you identify the correct authority or department and its official

contact page? Please also let me know whether the matter has a deadline and whether any referral or transfer
is possible.

Thank you for your assistance.
[Name / safe return contact]
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13 Confirming a payment demand
Subject (EN)

Confirming a payment demand — [reference if safe]
English

Dear [Office/Officer],

| received a payment request for [amount] relating to [reference]. Before paying, could you identify the legal or
administrative basis, itemised amount, due date, official payment method, and how to dispute an error?

Thank you for your assistance.
[Name / safe return contact]
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14 Requesting safe contact and privacy

Subject (EN)

Requesting safe contact and privacy — [reference if safe]

English

Dear [Office/Officer],

For privacy and safety reasons, please do not leave a voice message or contact [restricted person/address]. Is it

possible to communicate through [safe email/method] instead? Please explain any limits on confidentiality or
mandatory disclosure.

Thank you for your assistance.
[Name / safe return contact]
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15 Confirming what happened after a telephone call

Subject (EN)

Confirming what happened after a telephone call - [reference if safe]

English

Dear [Office/Officer],

Thank you for speaking with me on [date]. My understanding is that [summary], and that my next step is

[action] by [date]. Please correct me if | misunderstood. Could you also confirm whether this call counted as a
formal application or was advice only?

Thank you for your assistance.
[Name / safe return contact]
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Reference approach and limitations

The templates do not replace the relevant country’s procedure-specific notice or filing instructions. For current
Korean requirements, start with Government24 (gov.kr) or the responsible agency. For Japan, consult the
relevant agency and e-Gov (e-gov.go.jp). The 2026 edition is not routinely updated; confirm current rules
before acting.
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