Visa Section 		[Letter must be on company letterhead showing full address and phone number]   
The Embassy of Kenya
45 Portland Place 
London W1B 1AS 
United Kingdom

[Must be dated within 1 month of the appointment day]    

Dear Visa Officer, 
[bookmark: _GoBack]This letter is to confirm that the following employee has been invited to visit Kenya for [Specify purpose of travel, this must match the purpose listed on the UK Introduction Letter]   

Full name: [enter name as in passport] 
Nationality: [enter nationality] 
Passport number: [enter passport number] 
Passport issue date: [enter passport issue date] 
Passport expiry date: [enter passport expiry date] 
Job Title: [enter position in company] 
Validity requested: [enter length of visa required] 
Number of entries requested: [single/double/multiple] 
Entry date: [enter entry date] 
Exit date: [enter exit date] 

Please grant the relevant visa for [enter applicant’s name] to travel. We confirm that he/she will be in receipt of a return ticket, he/she is covered by their company insurance policy, and all expenses for his/her journey will be met by [enter company name]. Should you wish to discuss this application further, please do not hesitate to contact me. 

Yours faithfully, 
[Signature] 
[Signee’s name and job title
Email and Contact number]
