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Letters sent from IRCC may vary in format; however, there are key elements you must identify in any 
letter received:  
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1. Date – The date on the letter may be important for you to determine the deadline to submit the 
requested documents.  
 

2. UCI and Application Number – Confirm that these details correspond to your Unique Client 
Identifier and the application you have in process with IRCC.  
 

3. Document(s) being requested – You must read carefully the specific documents that are 
being requested by IRCC and take the necessary measures to obtain all of the required 
documents. If it is not possible to obtain one of the documents required, it is important to 
provide a Letter of Explanation and supporting documentation to show the attempts made to 
obtain these documents, and that they are not available. Failure to provide the requested 
documents or information to IRCC could result in the delay or refusal of your application.  
 

4. Instructions on how to provide these documents to IRCC – Depending on the request, you 
may have to provide documents to IRCC through email or through your IRCC Secure Account. 
You must read the request letter carefully and follow all the instructions provided by IRCC. 
Failure to do so could result in delays or the refusal of your application.  
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5. Deadline - The deadline may be given as a date (‘May 1, 2025’) or give you a certain number of 
days (‘within 21 days’). It is important that you respond to IRCC before the deadline, or it could 
result in the refusal of the application. Additionally, you must keep in mind that IRCC uses 
Coordinated Universal Time (UTC), which differs from Edmonton local time. This means that 
the deadline to submit documents may be earlier than expected, and it is not recommended 
leaving this to the last minute.  


