Sample Business Letter

If a business letter is required for a business visa, please include the following items within your letter:
e Full name of the traveler
e Fullitinerary of the traveler (dates of trip, cities/countries of stay)
e Reason for the trip
e Name of organization/persons with whom the traveler will meet
e Statement that the organization takes financial responsibility for the traveler

For your reference, see sample business letter below. This is only a sample. The actual letter must be original, on
company letterhead, indicating company address and contact information and signed by someone from the company
other than the traveler. Insert your specific content within the italicized parentheses. (NOTE: Letters for Brazil must
guarantee applicant’s Moral Conduct. Letters for Argentine visas must be translated into Spanish.)

(Date),

(Embassy or Consulate)* of (name of country) i.e. Embassy of Brazil
(city where embassy/consulate is located) i.e. Washington DC
Dear Sirs,

This letter is to introduce (traveler’s name), who holds the position of (traveler’s title/position). (Name of U.S.
company) is sending (traveler’s name) t0 (name of country) in order to (reason for trip indicating activities to be
performed). While in ((name of country), helshe will be contacting:

(name of company to be contacted — indicate type of company)
(name of local contact)

(position/title of local contact)

(full address of local contact)

(phone/fax/email of contact)

He/she will arrive in (name of country) on (date of entry) and depart on (date of exit). For the duration of his/her stay,
(name of U.S. company) guarantees all expenses for (traveler’s name) including return airfare to the United States.

Thank you in advance for your assistance in granting this visa. (NOTE: If a multiple entry visa is required, mention it
here.)

Sincerely,

(signature of supervisor or authorized employee of the company other than the traveler)
(name of the signatory)

(title of the signatory)

*Use “Embassy” for Washington DC. Use “Consulate” for all other city locations.



Permanent Mission of The Gambia
the United Nations
800 Second Avenue, Suite 400F
New York, N.Y. 10017

Phone: (212) 949-6640
Fax :(212) 856-9820

THE GAMBIA - VISA APPLICATION

NAME:

[LAST] [FIRST] [M.L]
ADDRESS:

(US.A.)
TELEPHONE: HOME: () BUSINESS: ()
PLACE OF BIRTH: DATE OF BIRTH: / /
DD MM YY

NATIONALITY AT BIRTH:

CURRENT NATIONALITY AND HOW OBTAINED: (if different from above):

PROFESSION:

PASSPORT NUMBER: PLACE OF ISSUE:

DATE OF ISSUE: / / DATE OF EXPIRATION: / /
DD MM YY DD MM YY

NAME AND FATHER: MOTHER:

NATIONALITY:

PURPOSE OF TRAVEL:

INTENDED ARRIVAL DATE IN GAMBIA:

INTENDED LENGTH OF STAY:

DEPARTURE FROM GAMBIA:

ADDRESS IN THE GAMBIA:

PERSONAL/BUSINESS/GROUP TOUR TRIP:

DETAILS OF PREVIOUS VISIT(S):

DATE: PURPOSE:

DATE: PURPOSE:

(attach sheet if needed)

REFERENCES IN THE GAMBIA:

NAME ADDRESS PHONE NO
NAME ADDRESS PHONE NO
/ /
SIGNATURE DATE
FEE: US$ 45.00

REQUIREMENTS: See back page.
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