<Embassy Address>
<date>
To Whom It May Concern:
RE: Visa Application Support Letter
I can confirm that < full name > is employed by < company name > as < job role > in the UK and has been employed by < company name > since < date employment commenced >, < full name > has been living in the UK for the duration of this employment. 

< full name >  will be required to travel to < destination country > for business meetings on behalf of < company name >, the trip is planned for < duration of stay i.e. within the next few months or specific dates >.
Details of the above mentioned traveller are as follows:

Passport Number: < Passport Number >

Passport Expiry Date: < Passport Expiry Date >

Date of Birth: < Date of Birth >

Details of the company being visited in < destination country > are as follows:
Company Name: < Company Name >

Address: < Address >

Tel Number: < Tel Number >

Contact Person: < Contact person >

< He/She > will be covered by our company’s insurance policy while in < destination country > and we will make sure < he/she > has sufficient funds for < his/her > accommodation and for transport to and from < destination country >.  
To facilitate these up coming travel arrangements we are requesting a visa for < visa type i.e. multiple entries and valid for a year >. 

We would greatly appreciate your assistance with this matter and if you require further information please call me on < contact number >.
Yours faithfully,

< Full Name >
< Position >

