
Visa Application Reference Request 

Date: [Insert Date] 

[Recipient's Name]  

[Recipient's Title]  

[Recipient's Organization]  

[Recipient's Address]  

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request your assistance in providing 

a reference for my visa application. I have an upcoming opportunity to visit [Country/City] for 

[Purpose of Visit: e.g., business meetings, conference, etc.], and a supporting letter from you 

would greatly enhance my application. 

The details required for the reference letter are as follows: 

• Your official letterhead 

• A brief introduction of our relationship and my role 

• Details of the purpose of my visit 

• Your contact information 

Thank you very much for considering my request. Your support means a lot to me, and I 

appreciate your assistance in this matter. Please let me know if you need any additional 

information or if there is anything else I can provide to help facilitate the process. 

Sincerely, 

[Your Name]  

[Your Title]  

[Your Organization]  

[Your Address]  

[City, State, Zip Code]  

[Your Email Address]  

[Your Phone Number] 


