Business Letter – This letter is required when you are going to India on a business trip. Your employer in United Kingdom needs to issue a letter in support of a Business visa application. It should contain details of the company to be visited, dates of entry to and exit from destination country, duration of stay, purpose of trip and state that the company will assume financial responsibility for all travel and accommodation during the trip.

Start of Format
Date
Embassy name and address 

Dear Sir/Madam

Re: Name of the employee going to India
This is to confirm that our above named employee who is required to visit your country for a duration of enter duration of stay, starting from  enter proposed date of entry until enter proposed date of departure. 
Name of the employee will be visiting for the purpose of enter specific purpose of visit and we should be grateful if you would kindly grant a (single/double/multiple entry) business visa. 

Name of employee will be visiting enter contact name plus name and address of company to be visited.
He/she is covered by company insurance and will be in receipt of a return ticket and all expenses incurred on his trip will be the responsibility of this company. 

He/she will also be returning to work for this company.

Yours faithfully
Name of person signing
Position in company
End of format.

LETTER MUST BE:
1. Printed on letter headed paper
2. Dated and should not be more than one month old.
3. Signed by a person holding a higher position in the company than the applicant

