
To: Consulate General of (country) (or To: The Embassy of (country)) 

RE: Visa Application  

Date: _______________________ 

 

 

Greetings: 

 

(client name) [(gender, date of birth)] is currently employed in the position of (job title) for (local 

US company name), located at (local business address). While in (country) they will be visiting 

with (host company name), located (address of host company) for the purpose of (specific 

purpose of trip). (Client name) needs to travel to on (entry date) and will be leaving (return date). 

During their visit, all food, lodging and travel expenses as well as guaranteed return transportation will 

be the responsibility of (local US company name). (Client name) [For longer term visas :)] (Will 

need to return in the coming years for similar purposes and) is requesting a _____ year/month 

Multiple Entry Business Visa.  

 

Thank you very much for your time and consideration.  

 

 

Sincerely,  

 

(PRINTED NAME of officer of the Company),  

(Position) 

(SIGNATURE) 

 


