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This is a sample of a GOOD BUSINESS LETTER 



IMPORTANT POINTS TO REMEMBER

 

1. ADDRESS THE LETTER TO: CONSULATE OF THE COUNTRY VISITING.

2. Do not put an address for the Consulate nor City of location

3. Letter must be signed by someone other than the traveler.

4. Letter must be on COMPANY LETTER HEAD, complete with address

 



Your information goes in the parentheses

************************************************************************Today’s Date

 

The Peoples Republic of China


RE: ( Mr. John Doe )


Dear Sirs:

 


This letter is to introduce you to ( Mr. John Doe ), ( Present position,  for ABC company) 

We are requesting (length and number of entries) for his/her business/tourist visa.   He will arrive

in (China) on ___________ (date) and depart from there on _____________.

 


( Mr. Doe ) will be traveling to (China) for the purpose of attending sales meetings with

(XYZ company of 3333 Campo State, Beijing, China, phone number _________) ( Mr. Doe’s) purpose for visiting (China) is strictly for business meetings and does not involve any technical assistance.  He will not exceed the legally authorized stay per visit and has no intention to immigrate to (China).

 


Please be assured that while visiting (China) ( ABC Company ) will accept full financial and moral responsibility for ( Mr. Doe) , as well as provide round trip transportation and sufficient funds to cover his expenses.  Should any additional funds be needed (ABC Company) guarantees that they will be provided. 

 


We appreciate your prompt attention to this matter and thank you in advance. 

 

Sincerely,

 

 

( Mr. Smith ) and his title below. 
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