[On Company Letterhead]
XXXXXXXX Pte Ltd
[Company Address]
Singapore
Date: [DD Month YYYY]
To
The Visa Officer
Consulate General of Singapore
Subject: Business Invitation Letter
Dear Sir/Madam,
We, XXXXXXXX Pte Ltd, Singapore, would like to formally invite Mr. [Applicant Full Name], holding Indian Passport No. [Passport Number], currently working as Manager – Business Development at XXXXXXXXXX Pvt Ltd, India, to visit Singapore for official business purposes.
The purpose of his visit is to participate in ongoing client projects, business meetings, and discussions related to new business opportunities in Singapore.
The proposed duration of his visit is from [Start Date] to [End Date].
We confirm that XXXXXXXXXX Pvt Ltd, India will bear all expenses related to his visit, including airfare, accommodation, and daily expenses during his stay in Singapore.
Details of the visitor are as follows:
• Full Name: [Applicant Full Name]
• Passport Number: [Passport Number]
• Nationality: Indian
• Designation: Manager – Business Development
We kindly request you to grant him a Business Visa to facilitate his travel.
Should you require any further information, please feel free to contact us.
Thanking you.
Yours faithfully,
[Authorized Signatory Name]
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