抬头——公司英文全称和英文地址，以及英文电话和传真号码
Dispatch Letter

To: Consulate General of India in Shanghai

Dear Sir or Madam

中方公司简介

As being invited by …（印度方名称地址） the following person of our company will go to India from … to …（一次的行程时间）. The purpose of this visit is to ….（出访目的与邀请函一致，不能过简单）
His/Her(根据自己性别选择) detail information is as follows:

	Name
	Passport Number
	Date of Birth
	Occupation
	Salary

	
	
	
	
	


All costs, including medical insurance occurred during this trip will be covered by our company and we guarantee that during this trip, he/she(根据自己性别选择) will comply local laws and regulations, also be back as scheduled. It will be grateful if you issue his/her(根据自己性别选择) visa as soon as possible.

Yours Faithfully

负责人签名

负责人签名打印体

职位

公司盖章

