FORMAT OF COMPANY LETTER

Company Letter Head

(Original)

Date

Embassy Of Japan

Consular Section

11, Persiaran Stonor

Off Jalan Tun Razak

50450 Kuala Lumpur

Dear Sir,

REF: JAPAN TOURIST VISA APPLICATION

This is to certify that (name) (NRIC No.), is currently under our company payroll as (position held) of the company. He/She has been with us for (No. of Months/year).

He/She has granted for a leave on (month) for a cultural exchange program and will be back to office to resume work, after his/her holidays in Japan.

Should you require clarification, please do not hesitate to contact the undersigned at (company name and Tel no.). Thank you for your kind assistant in this matter.

Yours faithfully,

Manager Signature and Designation

Company Seal or Chop 

