


Covering Letter (From Applicant to the Consulate/Visa Officer)
[Company Letterhead if business– with logo, address, contact details]


Date: DD/MM/YY
[bookmark: _GoBack]
To,
The Visa Officer
[Name of the Consulate or Embassy]
[City, Country]

Subject: Covering Letter for Schengen Tourist/Visitor Visa Application

Dear Sir/Madam,
I am writing to submit my application for a short-stay Schengen visa (Type C) to travel to [mention destination country, e.g., France, Germany, Italy] from [start date] to [end date].

Below are my passport details:
	Name
	Passport Number
	Date of Birth
	Passport Expiry
	Place of Issue

	XXXXXXXX
	TXXXXX2
	DD/MM/YY
	DD/MM/YY
	Ahmedabad

	XXXXXXX
	YXXXXX5
	DD/MM/YY
	DD/MM/YY
	Delhi



The primary purpose of my visit is to [mention reason – e.g., tourism / visit my friend/family member]. During my stay, I plan to visit [list key cities/places] and will be residing at [mention accommodation details – hotel or host address].

I am currently employed at [Company/Organization Name] as a [designation] and have been granted leave for the mentioned travel period. I have enclosed the following documents in support of my application:
· Completed and signed Schengen visa application form
· Valid passport and previous visa copies
· Travel itinerary and confirmed flight bookings
· Hotel reservation / invitation letter from host
· Proof of employment and leave approval
· Salary slips and bank statements
· Travel insurance coverage for the Schengen region
· Covering letter and passport-size photographs

I assure you that I will strictly adhere to all the laws and visa conditions of the Schengen Area and return to India before the expiration of the authorized stay.

Kindly consider my application favorably.

Thank you for your time and consideration.


Sincerely,
[Your Full Name]
Contact no. | Email id
Business Invitation Letter (From Company in Schengen Country)
[Company Letterhead – with logo, address, contact details]


Date: DD/MM/YY

To,
The Visa Officer
[Name of the Embassy/Consulate]
[City, Country]

Subject: Business Invitation Letter for [Visitor’s Full Name] – Schengen Business Visa Application

Dear Sir/Madam,
We, [Company Name], located at [full company address in Schengen country], hereby extend a formal invitation to Mr./Ms. [Visitor’s Full Name], holder of Indian passport number [passport number], who is the [Designation, e.g., Director/Manager/Representative] at [Indian company name], based in [City, India].

The purpose of this visit is to engage in business discussions and explore potential collaboration between our companies. The visit is scheduled from [start date] to [end date], during which the applicant will participate in meetings, presentations, and negotiations at our premises.

We confirm that we will be responsible for:
· Providing the applicant with access to our facilities during the visit
· Coordinating the schedule and business activities
· Assisting with local arrangements and logistical support as needed

Please find attached a copy of our company registration, proof of business relationship, and the proposed itinerary.

We kindly request you to grant a short-stay Schengen business visa to Mr./Ms. [Visitor’s Name] to facilitate this important business engagement.

Should you require any further information or clarification, please do not hesitate to contact us.



Sincerely,
[Name of Authorized Signatory]
[Designation]
[Company Name]
[Company Address]
Phone: [Phone Number]
Email: [Email Address]
Company Stamp & Signature






