PLEASE WRITE THIS SAMPLE BUSINESS LETTER OF

FINANCIAL RESPONSIBILITY

ON YOUR COMPANY’S LETTERHEAD

Date:

Attention: Consular visa section of 

                the Embassy of_______

Dear Sirs:

(name of applicant) and (title) is an employee of (name of company) is going to (name of city & country) for (give a brief description of the purpose of trip, also the name of contact and phone number together with the name and the address of the company that the business will be conducted with).

It is expected that (name of applicant) will arrive on (date of arrival) and will depart on (date of departure), (name of applicant) will stay for a (length of time from….to….)

(name of the applicant) holds (nationality) passport number (write passport #) issued on (date of issue) at (where issued) which (name of applicant) will present with this letter for the purpose of obtaining this visa.

(name of applicant) plans to leave the United States on (date) via (name of airline courier) your timely consideration of his/her request for a visa will be greatly appreciated.

The (name of company) will guarantee all financial and moral responsibilities for (name of applicant) while he/she is in (name of country)

Very truly yours,

(name and signature of a person from the company other than the applicant)

Please note that you may add or delete any of the above information as you deem  necessary)
