EXAMPLE OF A “COMPANY LETTER OF INVITATION
PLEASE FOLLOW THIS FORMAT ON A VISITING COMPANY LETTER HEAD

DATE: ______________________

CONSULATE DIRECTOR OF: (Name of visiting country)
Dear Consular:
We would like to invite Mr. (Name of Person) who is an employee of (Name of company) and who is 

Engaged as (Job Position).

 Mr. (Name of Person) plans to visit our office in (Name of city &Country) for the purpose of 

(Explain in Details). Therefore we would like you to grant Mr. (Name of Person) a visa to visit our 

office in (Name of city and country)

We will guarantee Mr. (Name of person) maintenance and will be responsible for his welfare in our 

Country. If you have any question you can reach us at (Telephone # or Email address).

Truly Yours

______________________  

(Supervisors Signature)

