
 

Need additional assistance? Select Concierge Service.
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ALL TRAVELERS must include the following documents in your package to G3:

	 Your original valid signed passport, plus one photocopy of the information/photo page.  It must have at least two blank pages 
marked “Visas” side by side and more than six months before expiry.

	 One visa application form (attached), completed and signed with a pen-to-paper signature in blue or black ink; make sure the 
signature matches the signature in the passport. 

	 One passport-style (2”x2”) photographs taken within the last 6 months (must be on photo paper and have a plain white 
background).  

	 Copy of flight itinerary showing applicant’s name. 

	 Copy of a recent bank statement showing a balance of at least $3,000. (The account number can be blacked out.) If the 
balance is less than $3,000, also submit a notarized letter from a sponsor certifying that all expenses in Korea will be covered.

BUSINESS and FLIGHT CREW TRAVELERS must also include:

	 A letter from their U.S. company explaining the purpose of their trip and providing a financial guarantee.  The letter must be on 
company letterhead and must bear the original pen-to-paper signature of a company representative other than the applicant. 
Please see the attached sample letter. 

	 A letter of invitation from the company to be visited in South Korea. Faxes or scans are accepted; see attached sample.

C-4 VISA APPLICANTS (Short Term Employment) must also include:

	 Certificate of employment.

    An official letter from the relevant Korean government agency or other documents proving the necessity of employment.

	 A copy of the Korean company/school’s business registration.

	 Original contract showing details of employment.

STUDENT VISA APPLICANTS must also include:

	 Proof of enrollment at a Korean school or training program.

	 Copy of the Korean school’s certificate of business registration.

	 An original transcript or diploma demonstrating your highest level of study.

E-2 VISA APPLICANTS (English Language Teachers) must also include:

	 Original EPIK Notice of Appointment or TaLK Invitation Letter (copies are not accepted), or confirmation of Visa Issuance Number.

	 Original contract showing details of employment as an English language teacher.

NON-US CITIZENS must also include:

	 The original Permanent Resident Card or U.S. Visa and I-94. Travelers who entered the US after April 26, 2013 should print the 
electronic I-94 form from https://i94.cbp.dhs.gov/.
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G3’s Standard of Service

All visa and passport requests are processed by knowledgeable, experienced associates.
All calls are answered by a well-informed associate, not a call center or voice mail system.
All Personally Identifiable Information is protected with safeguards that exceed State Department standards.
All requests receive email confirmation acknowledging receipt by a G3 associate.
All application documents will be thoroughly reviewed prior to submission.
All requests receive email confirmation of the completion and FedEx tracking information.
All passports are returned via the FedEx service of your choice.



There is No Substitute for Experience. 
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VISA NOTES
•	 U.S. Citizens do not require visas for tourist, business, or flight crew trips of 90 days or less.  

•	 These instructions are applicable for residents of Connecticut, Delaware, New Jersey, New York, and Pennsylvania.

•	 The Consulate General of South Korea reserves the right to request additional support documentation from visa applicants.

•	 If you require an Official visa or other type of Korean visa not listed on page 1, please contact G3 for instructions.

PROCESSING NOTES
•	 Send all required documents and the completed Visa Order Form to G3 using a service with tracking such as FedEx or UPS.

•	 Due to submissions deadlines set by consulates and agencies, documents received by G3 after 8:30 am are hand-carried 
to the appropriate processing facility the next business day. 8:30 am delivery via FedEx or UPS with no signature required is 
recommended for requests requiring Mission Critical service. Mission Critical processing may not be avallable to travelers of 
some nationalities.

•	 Requests to expedite visa processing after the application has been submitted to the consulate will result in significant 
additional charges.

•	 Consular Fees include a $5 Money Order fee.

•	 Credit card payments are subject to a 5% credit card convenience fee unless the physical card is presented in person.

•	 The issuance of visas, including visa duration and number of entries, is at the discretion of the Consulate.  G3 acts on the 
behalf of the client, and takes no responsibility for the services rendered by Travel Agents, Government Agencies, Consulates 
or Embassies in connection with issuance of visas and passports. G3 takes no responsibility for delays or loss of passports as 
may occur through above services or by any delivery service. Damage compensation is not available.

•	 By submitting this form, I agree to G3 Global Services’ Terms of Use, Privacy, Cancellation, Payment, and Shipping Policies. 
For more information follow this link: www.g3visas.com/Policies.html.

Additional service fees apply to ITAS and CLS requests.
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Enhanced Services 

G3 offers a range of optional Enhanced Services, available as individual add-ons or as a bundle:

Document Pre-Check: Email ConciergeDesk@g3visas.com for a thorough review of your 
documents within one business day, before you send them to one of our Operations Centers. 

$59.00

Application Creation: Our experts will readily create your visa or passport application 
ensuring it meets the requirements of the consulate or agency, saving you valuable 
preparation time. Your application will be emailed to you within three business days, in PDF 
format for you to print and sign with a pen-to-paper signature.

$150.00

Application Correction: G3 will correct any errors on your visa application within one business 
day, and email it to you for you to print, sign, and send in to our office.  

$55.00

Business Letter Creation: G3 will compose the necessary business letters for your visa 
application, and will email them to you within two business days to print on letterhead and sign.

$50.00

Inbound FedEx Airbill: G3 will generate a FedEx Standard Overnight air bill for you to 
efficiently send your documents to our office.  

$35.00

Return Delivery Confirmation: Your G3 associate will track your package and follow up 
with you to confirm via phone or email to confirm you have received it.

$15.00

Complete Concierge Service: Opt for our bundled Concierge Service and receive 
every Enhanced Service listed above, and the ultimate in white glove customer care.

$225.00



Send to: G3 Global Services
Attn: Visa Department
60 East 42nd Street, 4th Floor, Suite 457
New York, NY 10165
888.448.4727 | NYC@g3visas.com

There is No Substitute for Experience. 
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Consular Fees for Visa Processing
Visa Type Mission Critical 6 Business Days Priority 9 Business Days Expedited 11 Business Days

U.S. Citizens
All Visa Types

 $50.00  $50.00  $50.00

Non-U.S. Citizens
Single Entry, Under 90 Days Stay

 $45.00  $45.00  $45.00

Non-U.S. Citizens
Single Entry, Over 90 Days Stay

 $65.00  $65.00  $65.00

Non-U.S. Citizens
Multiple Entry

 $95.00  $95.00  $95.00

G3 Service Fees
Tourist  $219.00  $169.00  $99.00

Business  $219.00  $169.00  $99.00

Flight Crew  $219.00  $169.00  $99.00

C-4 or E-2  $219.00  $169.00  $99.00

Student  $219.00  $169.00  $99.00

Return Delivery Fees

 FedEx Standard Overnight
     Delivery Next Business Day by 3PM

$35.00  FedEx First Overnight*
     Delivery Next Business Day by 8:30AM

$85.00

 FedEx Priority Overnight
     Delivery Next Business Day by 10:30AM

$45.00  FedEx Saturday Delivery*
     Delivery by 3PM

$55.00

 Same Day Delivery*
     Delivery by FedEx or 
     Commercial Airline

Please Call
 FedEx International Delivery*

     including Puerto Rico
     Delivery Times Vary by Location

Please Call

 FedEx or UPS Account Number Provided
$5.00

 FedEx or UPS Return Airbill Included
No Charge

*These services may not be available for all delivery locations.
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 3Send Completed Order Form and All Required Documents To:

G3 Global Services, Attn: Visa Department, 60 E. 42nd Street, 4th Floor, Suite 457, New York, NY 10165

212.433.1356 Phone | 888.448.4727 Toll Free | 646.666.7670 Fax | NYC@g3visas.com

www.g3visas.com



Send to: G3 Global Services
Attn: Visa Department
60 East 42nd Street, 4th Floor, Suite 457
New York, NY 10165
888.448.4727 | NYC@g3visas.com
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Your invoice will be sent to your contact email.   Check here if you require a hard copy included with your return delivery.

Payment Information

 Payment Via Check #:  

 Payment Via Credit Card:

Visa/MasterCard: - - -

Exp. Date: ____ / ____ Security Code: 

OR
American Express: - -

Exp. Date: ____ / ____ Security Code: 

Name as it appears on the card: 

Billing Address: 

City:  State  Zip:

Signature: _________________________________________

 Payment Via Approved Billing Terms

G3 Customer Number, Billing, P.O., Project or Reference Code#: 

Enhanced Services Requested:
 Document Pre-Check, $59.00
 Application Creation, $150.00
 Application Correction, $55.00
 Business Letter Creation, $50.00
 Inbound FedEx Airbill, $35.00
 Return Delivery Confirmation, $15.00

or bundle all services above with our
 Complete Concierge Service, $225.00

Total Fees from Applicable Fees Page
Please include Applicable Fees page with your request.

                                        FEE      # Travelers            TOTAL

Enhanced Service Fee  X  =  
    Consular Fee  X  =  

G3 Service Fee  X  =  
Passport Protection Plan  X  =  

Return Delivery Fee  
Subtotal  

Add 5% for credit card convenience fee  

Total Payment Enclosed  

Traveler Names

1 3

2 4

Visa Service

Visa Type:    Tourist               Business  
                   Flight Crew         Other__________

Processing Speed:   Mission Critical     Priority     Expedited

Travel Details

Date of US Departure:  I must have my passport no later than:

Other visa or passport services requested:

Notes:

Contact Information Who should G3 contact about this request?

Name: Company:

Contact Email (required):
 

Daytime Phone: Mobile Phone:

     Return Delivery Address This must be a physical address for FedEx delivery; no P.O. Boxes.

Name: Company:

Street Address: 

City: State: Zip Code:

Daytime Phone:  
   

Mobile Phone:
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Check payable to 
G3 Global Services
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사증발급신청서

APPLICATION FOR VISA

<신청서 작성방법> 

 ‣ 신청인은 사실에 근거하여 빠짐없이 정확하게 신청서를 작성하여야 합니다. 

 ‣ 신청서상의 모든 질문에 대한 답변은 한글 또는 영문으로 기재하여야 합니다.

 ‣ 선택사항은 해당 칸[  ] 안에 √ 표시를 하시기 바랍니다. 

 ‣‘기타’를 선택한 경우, 상세내용을 기재하시기 바랍니다. 

<How to fill out this form>  

 ‣ You must fill out this form completely and correctly. 

 ‣ You must write in block letters either in English or Korean. 

 ‣ For multiple-choice questions, you must check [√] all that apply. 

 ‣ If you select‘Other’, please provide us with more information in the given space.

1. 인적사항 / PERSONAL DETAILS

PHOTO
여권용사진

(35㎜×45㎜)
- 흰색 바탕에 모자를 쓰지 

않은 정면 사진으로 

촬영일부터 6개월이 

경과하지 않아야 함

A color photo taken within la

st 6 months(full face without 

hat, front view against whit

e or off-white backgroun

d)

1.1 여권에 기재된 영문 성명/Full name in English (as shown in your passport)

  성 Family Name   명 Given Names 

1.2 한자성명 漢字姓名 1.3 성별 Sex  

남성/Male[   ]  여성/Female[   ]

1.4 생년월일 Date of Birth (yyyy/mm/dd) 1.5 국적  Nationality

1.6 출생국가 Country of Birth

 

1.7 국가신분증번호 National Identity No.

1.8 이전에 한국에 출입국하였을 때 다른 성명을 사용했는지 여부  

    Have you ever used any other names to enter or depart Korea?

    아니오 No [   ]   예 Yes [   ]   → ‘예’선택 시  상세내용 기재 If‘Yes’please provide details

    (성 Family Name                               , 명 Given Name                                    )

1.9 복수 국적 여부 Are you a citizen of more than one country ?   아니오 No [   ]   예 Yes [   ]  

   →‘예’선택 시  상세내용 기재 If‘Yes’please write the countries  (                                         ) 

공용란 FOR OFFICIAL USE ONLY 

기본사항 체류자격 체류기간 사증종류 단수ㆍ복수(2회, 3회 이상)

접수사항 접수일자 접수번호 처리과

허가사항 허가일자 인정번호 고지사항

결 재

담당자

< 수입인지 부착란 >가 [   ]

부 [   ]

<심사의견>
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2. 사증발급인정서 발급내용 / DETAILS OF VISA ISSUANCE CONFIRMATION

 ※ 대한민국 출입국관리사무소·출장소에서 사증발급인정서를 발급받은 사람만 기재

    (Section 2 is only for those who possess confirmation of visa issuance issued by the Immigration Office of the Republic of Korea)

2.1 사증발급인정번호

     Confirmation No.
   2.2 발급일  Issue Date

2.3 여권번호 Passport No. 2.4 여권만료일 Passport Expiry Date

 ‣ 사증발급인정서를 발급받은 사람은 12번(서약)으로 이동하여 작성한 후 신청서 제출(3 ~ 11번은 기재 생략)

   Those who have confirmation of visa issuance must move to section 12 (Declaration) to complete this from (Those 

with visa issuance confirmation must not fill out section 3~11).  
  

3. 여권정보 / PASSPORT INFORMATION

3.1 여권종류 Passport Type

외교관 Diplomatic [   ] 관용 Official [   ] 일반 Regular[   ] 기타 Other [   ]

   → ‘기타’상세내용 If‘Other’please provide details (                                          )

3.2 여권번호 Passport No. 3.3 발급국가 Country of Passport 3.4 발급지 Place of Issue

3.5 발급일자 Date of Issue 3.6 기간만료일 Date Of Expiry 

3.7 다른 여권 소지 여부 Do you have any other valid passport ?    아니오 No [   ]   예 Yes [   ] 

   → ‘예’선택 시 상세내용 기재 If‘Yes’please provide details 

  a) 여권종류 Passport Type 

외교관 Diplomatic [   ] 관용 Official [   ] 일반 Regular[   ] 기타 Other [   ]

  b) 여권번호 Passport No.  c) 발급국가 Country of Passport  d) 기간만료일 Date Of Expiry

4. 연락처 / CONTACT INFORMATION

4.1 본국 주소 Address in Your Home Country

4.1 현 거주지 Current Residential Address *현 거주지가 본국 주소와 다를 경우 기재 / Write if it is different from the above address

4.3 휴대전화 Cell Phone No. 4.4 일반전화 Telephone No. 4.5 이메일 E-mail

4.6 비상시 연락처 Emergency Contact Information

  a) 성명 Full Name in English   b) 거주국가 Country of residence

  c) 전화번호 Telephone No.   d) 관계 Relationship to you
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5. 혼인사항 / MARITAL STATUS DETAILS

5.1 현재 혼인사항 Current Marital Status 

기혼 Married [   ] 이혼 Divorced [   ] 미혼 Never married [   ]

5.2 배우자 인적사항 *기혼으로 표기한 경우에만 기재 If‘Married’please provide details of your spouse

  a) 성 Family Name (in English)   b) 명 Given Names (in English)

  c) 생년월일 Date of Birth (yyyy/mm/dd)   d) 국적 Nationality

  e) 거주지 Residential Address   f) 연락처 Contact No.

6. 학력 / EDUCATION

6.1 최종학력 What is the highest degree or level of education you have completed ?

석사/박사 Master’s/Doctoral Degree [   ]  대졸 Bachelor’s Degree [   ]

 고졸 High School Diploma [   ] 기타 Other [   ]

   → ‘기타’선택 시 상세내용 기재 If‘Other’please provide details (                                 )

6.2 학교명 Name of School 6.3 학교 소재지 Location of School(city/province/country)

7. 직업 / EMPLOYMENT

7.1 직업 What are your current personal circumstances ?

사업가 Entrepreneur [   ] 자영업자 Self-Employed [   ] 직장인 Employed [   ]

공무원 Civil Servant [   ] 학생 Student [   ] 퇴직자 Retired [   ]

무직 Unemployed [   ] 기타 Other [   ]

   → ‘기타’선택 시 상세내용 기재 If‘Other’please provide details (                                 )

7.2. 직업 상세정보 Employment Details 

  a) 회사/기관/학교명 Name of Company/Institute/School

     

  b) 직위/과정 Your Position/Course

   

  c) 회사/기관/학교 주소 Address of Company/Institute/School

     

  d) 전화번호 Telephone No.

8. 초청인 정보 / DETAILS OF SPONSOR

8.1 초청인/초청회사 Do you have anyone sponsoring you for the visa ? 

     아니오 No [   ]   예 Yes [   ]  → ‘예’선택 시 상세내용 기재 If‘Yes’please provide details 

  a) 초청인/초청회사명 Name of your visa sponsor (Korean, foreign resident in Korea, company, or institute)

  

  b) 생년 월일/사업자등록번호 Date of Birth/Business Registration No.   c) 관계 Relationship to you

 

  d) 주소 Address 

  

  e) 전화번호 Phone No.
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9. 방문정보 / DETAILS OF VISIT 

9.1 입국목적 Purpose of Visit to Korea

관광/통과 Tourism/Transit [   ] 행사참석/Meeting, Conference [   ]  의료관광 Medical Tourism  [   ]

단기상용 Business Trip [   ] 유학/연수 Study/Training [   ] 취업활동 Work [   ]

무역/투자/주재 Trade/Investment/Intra-
Corporate Transferee [   ] 

 

가족 또는 친지방문  Visiting Family/
Relatives/Friends  [   ] 

결혼이민 Marriage Migrant [   ]

외교/공무 Diplomatic/Official [   ] 기타 Other [   ] 

   → ‘기타’선택 시 상세내용 If‘Other’please provide details (                                 )

9.2 체류예정기간 Intended Period of Stay 9.3 입국예정일 Intended Date of Entry

9.4 체류예정지(호텔 포함) Address in Korea(including hotels)   
  

9.5 한국 내 연락처 Contact No. in Korea 

9.6 과거 5년간 한국을 방문한 경력  Have you travelled to Korea in the last 5 years ?
     아니오 No [   ]   예 Yes [   ]   → ‘예’선택 시 상세내용 기재 If‘Yes’please provide details of any trips to Korea 

     (      ) 회 times,     최근 방문목적  Purpose of Recent Visit (                                         )

9.7 한국 이외에 과거 5년간 여행한 국가 Have you travelled outside your country of residence, excluding to Korea, in the last 5 years ?
     아니오 No [   ]   예 Yes [   ]   → ‘예’선택 시 상세내용 기재 If‘Yes’please provide details of these trips 

 국가명 Name of Country (in English) 방문목적 Purpose of Visit 방문기간 Period of Stay
 (yyyy/mm/dd)~ (yyyy/mm/dd)

9.8. 동반입국 가족 유무 기재 Are you travelling to Korea with any family member ?
      아니오 No [   ]   예 Yes [   ]   → ‘예’선택 시 상세내용 If ‘Yes’ please provide details of the family members 

you are travelling with

성명 Full name in English
생년월일 Date of Birth

 (yyyy/mm/dd)

국적
Nationality

관계 Relationship to you

 * 참고: 가족의 범위 – 배우자, 자녀, 부모, 형제
   Note: Definition of a Family Member - your spouse, father, mother, children, brothers and sisters



(제5쪽 / Page5)

10. 방문경비 / FUNDING DETAILS

10.1 방문경비(미국 달러 기준) Estimated travel costs(in US dollars)
    

10.2 경비지불자 Who will pay for your travel-related expenses ? (any person including yourself and/or institute)

  a) 성명/회사(단체)명 Name of Person/Company(Institute)
    

 b) 관계 Relationship to you
    

  c) 지원내용 Type of Support
    

 d) 연락처 Contact No.
    

11. 서류 작성 시 도움 여부 / ASSISTANCE WITH THIS FORM

11.1 이 신청서를 작성하는데 다른 사람의 도움을 받았습니까? Did you receive assistance in completing this form?  
 아니오 No [   ]   예 Yes [   ]   → ‘예’선택 시 상세내용  If‘Yes’please provide details of the person who assisted you 

성명 Full Name
생년월일 Date of Birth

 (yyyy/mm/dd)
연락처 Telephone No.

관계

Relationship to you

12. 서약 / DECLARATION 
 * 사증발급인정서 소지자도 작성 

   Those who possess confirmation of visa issuance must only complete section 1,2, and 12 of this form

  본인은 이 신청서에 기재된 내용이 거짓 없이 정확하게 작성되었음을 확인합니다. 또한 본인은 대한민국의 출입국

관리법 규정을 준수할 것을 서약합니다. 

  I declare that the statements made in this application are true and correct to the best of my knowledge and belief, 

and that I will comply with the Immigration Act of the Republic of Korea.

신청일자 (년. 월. 일) DATE OF APPLICATION (yyyy/mm/dd)

                /     /     /

신청인 서명 SIGNATURE OF APPLICANT 

17세 미만자의 경우 부모 또는 법정후견인의 서명 
Signature of Parent or Legal Guardian´s for a person under 17 years of age 

첨부서류

ATTACHMENT
 1. 「출입국관리법 시행규칙」 제76조제1항 관련 [별표 5] 사증발급신청 등 첨부서류 

유의사항 Notice

1. 위 기재사항과 관련하여 자세한 내용은 별지로 작성하거나 관련 서류를 추가로 제출할 수 있습니다.  

If extra space is needed to complete any item, record on a separate sheet of paper or submit relevant documents which could 

support your application.

2. 대한민국 사증을 승인받은 후 분실 또는 훼손 등의 사유로 여권을 새로 발급받은 경우에는, 정확한 개인정보를 반영할 수 있도록 변경된 

여권정보를 사증처리기관에 통보하여야 합니다. 

If you received Korean visa approval, and have new passport issued thereafter in lieu of lost/damaged passport, you must 

notify the concerned visa office of changes in your passport information.

3. 사증을 발급받았더라도 대한민국 입국 시 입국거부 사유가 발견될 경우에는 대한민국으로의 입국이 허가되지 않을 수 있습니다.

  Possession of a visa does not entitle the bearer to enter the Republic of Korea upon arrival at the port of entry if he/she is 

found inadmissible.

4. 「출입국관리법 시행규칙」 제9조제1항에 따라 C 계열 사증소지자는 입국 후에 체류자격을 변경할 수 없습니다. 

Please note that category C visa holders are not able to change their status of stay after their entry into the Republic of Korea in 

accordance with Article 9(1) of the Enforcement Regulations of the Immigration Act. 
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r ******Please print your business letter on company stationery.******
								      
								      
June 15, 2016								     
								      
Consulate General of (country you will visit)						    
Consular Section								      
								      

Dear Visa Officer,								      
								      
Jeremy Simmons (insert your name), International Sales Director (insert your position),  
Sample Products, Inc. (insert the name of your company), is planning a business trip to 
(country) on Monday, August 2 through August 15, 2016 (dates of your trip). During this 
trip he has scheduled meetings to discuss the sales and distribution of our products.
								      
								      
His agenda is to meet and discuss business with Alexander Edwards (insert name of 
contact) at:											         
	
Overseas Company, Ltd.	
123 Example Avenue, Suite 45
City, Province, Country
Telephone: 112-1234-5678
Email: aedwards@overseascoltd.co
								      
 (Please provide full contact details for the company and individual you will visit.)	 	
											         
								      
Sample Products, Inc. (Insert Company Name) will assume all financial responsibility for 
any debts incurred by Jeremy Simmons while traveling on business in (country).		
											         
							     
He requests that you issue a single entry business visa valid for one month. (Please 
specify the requested visa type and duration.)  I appreciate your attention to this matter.

Sincerely, 

Lucinda Albright
Lucinda Albright 
Senior Vice President
Sample Products, Inc.
(The letter must have an original ink signature of a manager other than the applicant.)

Sample Business Letter
From U.S. Company
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r ******Please print your business letter on company stationery.******
								      
								      
June 15, 2016								     
								      
Consulate General of (country you will visit)						    
Consular Section								      
								      

Dear Visa Officer,								      
								      
Please be advised that the below-listed individuals are applying for Flight Crew visas. 
Financial responsibility for all expenses incurred by these individuals during their stay in 
(country) is the complete and total responsibility of Sample Products, Inc. Aviation 
Department (insert name of your flight department).						    
		
Pilots:			   Primary Captain: Brian Randall					   
			   Backup: Christina Johnson

First Officer:		  Primary: Robert Jeffries
			   Backup: Mark Brown

Flight Attendant:	 Primary: Bonnie Hooper
			 
Date of Arrival #1:	 August 11, 2016	 Date of Arrival #2: (add if applicable)
Airport of Arrival:	 City 
Aircraft/Flight:		  N506AB

Date of Departure #1:	August 15, 2016	 Date of Departure #2: (if applicable)		
Airport of Arrival:	 City 
Aircraft/Flight:		  N506AB

Reason for Travel: Transporting executives.  No technical assistance will be provided.	
										        
We appreciate all efforts and courtesies you may extend to us in order that they may 
receive their visas as soon as possible.  We thank you for your attention to this matter.  
If you have any questions, please feel free to contact me at 555-555-1234 (contact 
number). 

Sincerely, 

Heather Bauer
Heather Bauer
Scheduler
Sample Products, Inc. Aviation Department
(The letter must have an original ink signature of a company representative other than 
the applicants. No scans or copies are accepted.)

Sample Business Letter
for Flight Crew
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Sample Business Invitation Letter 

from Overseas Company

******Please print your business letter on company stationery.******
								      
								      
June 15, 2016								     
								      
Consulate General of (country you will visit)						    
Consular Section								      
								      

Dear Visa Officer,								      
								      
Jeremy Simmons (insert your name), International Sales Director (insert your position),  
Sample Products, Inc. (insert the name of your company), is planning a business trip to (country) 
on Monday, August 2 through August 15, 2016 (dates of your trip). During this trip he has 
scheduled meetings to discuss the sales and distribution of his company’s products.		
						    
								      
His agenda is to meet and discuss business with Alexander Edwards (insert name of contact) 
at:												          
Overseas Company, Ltd.	
123 Example Avenue, Suite 45
City, Province, Country
Telephone: 112-1234-5678
Email: aedwards@overseascoltd.co
								      
 (Please provide full contact details for the company and individual you will visit.)	 		
										        
								      
Sample Products, Inc. (insert company name) will assume all financial responsibility for any 
debts incurred by Jeremy Simmons while traveling on business in (country).			 
											         
							     
We request that you issue him a single entry business visa valid for one month. (Please specify 
the requested visa type and duration.)  We appreciate your attention to this matter.

Sincerely,

James Ventura
James Ventura 
Executive Officer
Overseas Company, Ltd.
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Sample Flight Crew Invitation Letter 

from Overseas Company

******Please print your business letter on company stationery.******
								      
								      
June 15, 2016								     
								      
Consulate General of (country you will visit)						    
Consular Section								      
								      

Dear Visa Officer,								      
								      
We are cordially inviting the following individuals who are flight crew members with  
Sample Products, Inc. (insert the name of your company) and will be traveling to (country) 
aboard Sample Products, Inc. (aircraft) corporate aircraft Tail Number: N506AB (number).
								      
Pilots:			   Primary Captain: Brian Randall						    
			   Backup: Christina Johnson

First Officer:		  Primary: Robert Jeffries
			   Backup: Mark Brown

Flight Attendant:	 Primary: Bonnie Hooper							     
	
They will be in (country) from August 11 to August 15, 2016.  They will be transporting corporate 
executives from their corporate headquarters in Washington, DC to (country), where the Sample 
Products executives will conduct business meetings with executives of Overseas Company 
at:	

Overseas Company, Ltd.	
123 Example Avenue, Suite 45
City, Province, Country, Postal Code
Telephone: 112-1234-5678								      
								      
Sample Products, Inc. (insert company name) will financially guarantee their flight crew and 
corporate aircraft while in (country).									       
										        
We request that you issue the above-listed crewmembers single entry flight crew visas valid for 
one month. (Please specify the requested visa type and duration.)  We appreciate your attention 
to this matter.

Sincerely,

Alice Mat thews
Alice Matthews 
Flight Coordinator
Overseas Company, Ltd.
(The letter must be signed by a representative of the overseas company, handler, or FBO.)
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