SAMPLE: COVERING LETTER ON LETTER HEAD

Date : < >

To,

The Visa Officer,

<Embassy/Consulate name >

<Place i.e. Mumbai/Delhi/Chennai>

Dear Sir,

Sub: Issuance of Business Visa for < Name as per Passport>, < Passport No >

<Brief Description of Company>.

< Name as per Passport> <Designation> holding passport no <passport no> issued on <issue date > proceeding to <Name of the city> for business meetings & discussions, trip commencing from <date/Month/Year> to <date/Month/Year>. 

Enclosed find herewith Visa Form duly filled and other supporting documents with a request to issue business visa.

The company will meet all expenses during < Name as per Passport> visit to <Name of the country> including return air ticket, living expenses and overseas medical insurance.

Request you kindly issue the relevant visa, which will enable him to travel as planned.

Thanking You,

Yours faithfully

<name of company>

<Name of Signatory>

<Designation of Signatory>

