To whom it may concern:

My name is Taro Suzuki and I am a resident of Tokyo, Japan. 

The purpose of my visit is Sightseeing / Visiting my son.
I will stay in the U.S. until 1/10/2008.
My accommodation during this visit is The Hilton Hotel / My Son’s house.
The Address is : 777 Airport Dr, Arlington Heights, 12345 IL
The telephone number is : 847-123-4567
Thank you for your cooperation.

Taro Suzuki

※こちらは参考例になりますので、太文字部分を個人で変更してお使いください。
