FORMAT BUSINESS COVER LETTER

(Date)

Consulate of (country name)

Dear Sirs:

This letter is to introduce (TRAVELLER’SNAME, CITIZENSHIP, DATE OF BIRTH, PSSPORT#) who holds the position of (TITLE).

(COMPANY NAME) is sending (TRAVELLER’S NAME, in order to (EXACT PURPOSE OF THE TRIP), from (DATE OF ENTRY) TO (DATE OF EXIT).

While there, he/she will be contacting (LOCAL CONTACT NAME, COMPANY NAME, COMPLETE ADDRESS AND TELEPHONE NUMBER).

(COMPANY NAME) guarantees the expenses of this trip including return airfare to the United States.

Thank you in advance for you assistance in granting (SINGLE, DOUBLE, MULTIPLE) visa.

Sincerely,

(AUTHORIZED SIGNER OTHER THAN THE TRAVELLER)

(SIGNER’S TITLE)

