
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Organization/Company Name]  

[Organization Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

I am writing to formally apply for a Singapore visa to [reason for visit, 

e.g., attend a conference, conduct business meetings, etc.]. My intended 

travel dates are from [start date] to [end date].  

I am currently employed as [Your Job Title] at [Your Company Name], where 

I [brief description of your role]. The purpose of my visit is to 

[explain the purpose and importance of your visit].  

To support my application, I have included the following documents:  

1. Completed visa application form  

2. A copy of my passport  

3. Invitation letter from [organization in Singapore]  

4. [Any other relevant documents, e.g., travel itinerary, proof of 

accommodation, etc.]  

I assure you of my intention to comply with the regulations during my 

stay in Singapore and will ensure that I return to [Your Home Country] 

upon the completion of my visit.  

Thank you for considering my application. I look forward to your 

favorable response.  

Sincerely,  

[Your Name]  

[Your Job Title] 


