
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Occupation Certificate for Visa Processing  

I am writing to request an occupation certificate as part of the 

documentation required for my visa application. I am currently employed 

at [Your Company Name] as a [Your Job Title].  

The details of my employment are as follows:  

- **Employee Name:** [Your Full Name]  

- **Job Title:** [Your Job Title]  

- **Department:** [Department Name]  

- **Employment Start Date:** [Start Date]  

- **Employment Type:** [Full-time/Part-time]  

- **Salary:** [Your Salary]  

I am applying for a visa to [Destination Country] to [briefly explain 

purpose of the visa, e.g., work, study, travel], and the immigration 

authorities require an official occupation certificate to verify my 

employment status.  

I would appreciate it if you could provide me with the necessary 

documentation at your earliest convenience. If you need any further 

information or have any questions, please feel free to contact me.  

Thank you for your prompt attention to this matter.  

Sincerely,  

[Your Name]  

[Your Job Title]  

[Your Company Name] 


