Date: dd-mm-yyyy
To,

His Excellency
Head of the Consular Section

Royal Embassy of Saudi Arabia

EP 30, Chandragupta Marg, 

Chanakyapuri, New Delhi, 

Delhi 110021

Sub. : Request for Business -visit visa for Mr. <Name of applicant.>
Dear Sir,

This is to inform you that our <Profession>, Mr. <Name of the applicant> is scheduled to travel to Saudi Arabia. He will frequently visit to M/s. <Name of the Sponsor>, Kingdom of Saudi Arabia. Hence we request to grant him the Entry visa. Given below are the passport details: 
	Name
	Passport no.
	Date of expiry
	Nationality

	<Name of applicant>
	<Passport no>
	<dd-mm-yyyy>
	<Nationality>


All the expenses related to his travel will be borne by <Name of Indian Entity>.
Following documents are enclosed towards issuance of visa for your kind reference. We request you to kindly grant him necessary visa:
1. Letter of Invitation received from M/s. <Name of the Sponsor>
2. Copy of Commercial Registration certificate of M/s. <Name of the Sponsor>
3.  Original passport of the applicant
4. Degree certificate of the applicant

5. Recommendation letter from Chamber of commerce

Thanking you.

Yours sincerely,

For <Name of the company>
(Sign and round seal)
Authorised Signatory 
