PASSPORT AND VISA EXPRESS
SAMPLE OF COMPANY LETTER OF GUARANTEE*

__________________________


(DATE)

Visa Consul

Consulate Office

__________________________


Reference:  Visa application for___________________________________________________




   

(Applicant’s name)

Dear Sir/Madam:

The above named visa applicant is employed by this company as

a(n)________________________________ in the ____________________________________

                  
 (title)                                                            


(division, department, branch, if any)

division/department/branch.

The applicant is scheduled to travel on business to your country starting on (or approximately)

_______________________.

(Date of arrival)

Our company will be and is responsible for the applicant’s welfare while in your country, and

takes full responsibility for all expenses in the country and repatriation, if necessary.

Our company also takes responsibility for the applicant’s reputation and warrants good moral character.

The applicant has sufficient funds to travel to and from, and to stay in your country; and fully paid airline ticket or other transportation for departure.
We are herewith submitting the applicant’s passport and other necessary documents

(application, photos, etc) and would appreciate issuance of a required visa immediately.

Thank you,

Very truly,

________________________________________________ 

(Signature of officer authorizing the trip)

* This letter must be prepared on company letterhead stationery.

