Use own letterhead

Visa – Letter of Invitation

___________________(Date)
__________________(Name of Person who wishes to travel)
__________________(Position in LC)
__________________(Address)

Dear (Name of traveller)

RE: (Insert Event) - INVITATION

(Insert name of person responsible for inviting) wishes to invite you and confirms that you will be attending the (Insert event and date of event) in (insert Country to visit).
(Insert a brief resume of the purpose of the visit – for example (AGM / MTM/ Charter)

Ladies Circle (insert name) will be your hostess for the duration of your stay.  Your accommodation will be (insert Hotel name and address / House Address).

I take this opportunity on behalf of Ladies Circle (insert which one) to welcome you to our Country and look forward to extending the friendship that we share as Circlers all around the world.
You will be met at the (Airport / Train Station / Bus Station – delete as appropriate) on your arrival.  I wish you a good trip and looking forward to hosting you in (insert Country).  We look forward to hosting you.
In friendship

_____________(Signature)
_____________(Name)

_____________(Position)
Approved by: ………………………………………………………………….   Date…………………………..

National President / Vice President / Chairman No. 1 Club 

(delete as appropriate)
