
[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],  

I am writing to request your support in the issuance of a visa for [Your 

Name] who is seeking to visit [Country] for [purpose of visit, e.g., 

business, tourism, education] from [start date] to [end date].  

[Your Name] is a [your occupation/position] at [your 

company/organization] and is planning to engage in [briefly describe the 

activities or events, e.g., meetings, conferences, trainings].  

We believe that [his/her/their] visit will not only benefit 

[his/her/their] professional development but also strengthen the 

relationship between [Your Company/Organization] and [Recipient's 

Company/Organization].  

To assist in the visa application process, we kindly request a letter of 

support from your organization, confirming [Your Name]'s purpose of 

travel and the significance of [his/her/their] visit.  

Thank you for considering our request. Should you require any additional 

information, please do not hesitate to reach out.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Position]  

[Your Company/Organization] 


