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To help us give you the right answer first time we need as much information as 

possible from you about the query you have and we suggest that you follow the 

guide below. 

In the subject heading of the email please provide your name, your nationality and 

date of birth. These details will allow us to link any previous emails you may have 

sent us to allow us to understand your personal situation better. 

Provide us with your; 

 YOUR NAME  

 DATE OF BIRTH,  

 NATIONALITY,  

 HO REF NO (if known) 

 PASSPORT NO. 

 YOUR CONTACT DETAILS (phone number and email address)  

If you are seeking clarification about existing POLICY OR GUIDANCE please help 

us by clearly explaining what your query relates to including links to the website, 

quoting the relevant guidance and paragraphs.             

If your enquiry is asking for a STATUS UPDATE please give details of the type of 

application (initial or extension) and the date it was submitted (if you are a 

representative making an enquiry about a clients application you must be named on 

our system before we can release details of the application to you) 

Please note that; 

We cannot answer hypothetical questions, 

Any answer we give will be based solely on the information you have given to us,  

Any answer we give will be correct on the date we respond, but policies are subject 

to change so you should always check the relevant guidance and the Immigration 

Rules before proceeding with any actions based on the guidance we have given. 

 


