
[Your Company's Letterhead]  

[Date] 

[Recipient's Name]  

[Recipient's Title]  

[Recipient's Company/Organization]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name], 

Subject: Visa Support Letter for [Employee's Full Name] 

I am writing to support the visa application of [Employee's Full Name], 

who is employed with us as [Employee's Job Title] at [Your Company Name]. 

[Employee's First Name] has been a valuable member of our team since 

[Employee's Start Date], contributing significantly to our [mention 

specific projects or accomplishments]. 

Our company is located at [Company Address], and we are engaged in 

[briefly describe company activities and industry]. [Employee's Full 

Name] will be traveling to [Destination Country] for [purpose of travel, 

e.g., business meetings, conferences, training sessions] from [start 

date] to [end date].  

We kindly request that the relevant authorities grant [Employee's First 

Name] the appropriate visa to facilitate this important business 

activity. We assure you that [he/she/they] will adhere to all regulations 

and leave the country before the expiration of [his/her/their] visa. 

Please feel free to contact me at [Your Phone Number] or [Your Email 

Address] should you require any further information or clarification. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Full Name]  

[Your Job Title]  

[Your Company Name]  

[Your Phone Number]  

[Your Email Address]  

[Company Website, if applicable] 


