
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Request for Visa Invitation Letter  

I hope this letter finds you well. I am writing to formally request an 

invitation letter to assist with my application for a visa to 

[Country/Place] for the purpose of [briefly explain the purpose, e.g., 

attending a conference, business meeting, etc.].  

I intend to travel from [start date] to [end date] and would be grateful 

if you could provide the necessary documentation to support my 

application.  

The details of my visit are as follows:  

- Full Name: [Your Full Name]  

- Passport Number: [Your Passport Number]  

- Date of Birth: [Your Date of Birth]  

- Nationality: [Your Nationality]  

I appreciate your assistance in this matter and look forward to your 

prompt response. Should you require any additional information, please do 

not hesitate to contact me.  

Thank you for your support.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name] 


