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Business Invitation Letter Template
For a proposed China M or F visa business visit. Prepare on the inviting organization’s letterhead when required.
	Free editable template. Complete only with accurate information and check the current requirements of the responsible Chinese embassy or consulate before use.



Inviting organization
	Organization name  _____________________________________________
Use the organization’s registered name.

	Address in China  _____________________________________________
Street, city, province and postal code.

	Contact person, title, telephone and email  _____________________________________________
Provide a contact who can confirm the invitation.


Applicant and visit
	Applicant’s full name, sex, date of birth and nationality  _____________________________________________
Match the passport and COVA application exactly.

	Passport number  _____________________________________________
Check every character before signing.

	Purpose of visit and planned business activities  _____________________________________________
Examples: meetings, supplier visit, training or trade event.

	Arrival date, departure date and cities to be visited  _____________________________________________
Use the intended itinerary.

	Relationship between the parties  _____________________________________________
State the genuine business relationship.

	Who will pay the trip expenses  _____________________________________________
Applicant, employer or inviting organization.


Signature
	Authorized representative's signature  _____________________________________________
	Date (MM/DD/YYYY)  _____________________________________________

	Printed name  _____________________________________________
	Telephone / email  _____________________________________________
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