Sample Business Letter

******Please print your business letter on company stationary*******

Date
Consulate General of (Country you are traveling to)

Consular Section

Dear Visa Officer,

On behalf of (Traveler’s Full Name), we are submitting (his/her) passport and required documents for a (Length and # of Entries) business visa.  (Traveler’s Name) has been a (Job Title/Position) with (Name of Company) since (Date of Hire) and can be contacted directly at  (Traveler’s Telephone Number)

The purpose of (Traveler’s Name) visit to (Country) is to (please explain business activities to be pursued).  He/She will depart the United States on (Departure Date) and will arrive in (Arrival City) on (Arrival Date) and remain for approximately (number of days)  We greatly appreciate your assistance with processing this visa request.

His agenda is to meet and discuss business with Mr. (Name of Contact) at:

Company Name in Country
Full Address
City State Postal Code
Tel. Local Contact Number
(Name of US Company) will assume all financial responsibility for any debts incurred by (Traveler) while traveling on business in (Country you are traveling to)

I appreciate your attention to this matter.

Sincerely,

Authorized Signer other than traveler
Signer’s title

Important Instructions:

1. One original letter must submitted for each applicant

2. All letters must be original and on company letterhead

3. Replace all information in parentheses with actual data

