
SHOULD BE PRINTED ON INVITING COMPANY LETTERHEAD 

<Date> 

To, 

The Visa Officer 

US Embassy, 

(Country) 

.  Subject: Request for Issuance of Business Visa For Mr/Ms. <name> 

Dear Sir/Madam,  

<Traveller’s name>, <designation>, <department> of <(country) company or organization name> is 

required to visit <inviting company or organization> in the USA for <purpose> (E.g.: Business 

meetings, internal training, client meetings, etc.) between <from date> and <to date>. 

His/her passport details are as follows: 

Full Name: Traveller’s Name  

Passport No: X1234567  

Issue Date: DD MMM, YYYY  

Expiry Date: DD MMM, YYYY 

Place of Issue: XXXXXXX  

<Inviting Company> guarantees that the above officer will abide by the Laws and Regulations of the 

USA and that he/she will return to (country) before expiry of his/her visa. All expenses to be incurred 

by the above officer will be borne by < (country) Company/Inviting Company Name>. 

We request you to issue him/her the necessary multiple entry business visa and oblige. 

Thanking you. 

Yours Truly, 

<Signature and Company or Organization Seal> 

<Authorized Signatory Name> 

<Designation> 

<Inviting company or organization name> 

<Place> 


