[letterhead]
[Date]
Visa Officer
Embassy of Netherlands

541 Orchard Road, #13-01

Liat Towers
Singapore 238881

SUBJECT: APPLICATION FOR ENTRY VISA

This serves to certify that the below named visa applicant is an employee of our company. 

Name: ……………………..
Employee Number: ……………………..
Employment Category: Full-Time Permanent

Passport Number: ……………………..
FIN Number: ……………………..
Department: ……………………..

Designation: ……………………..
The visa applicant will be going to The Netherlands for vacation from ……………………..to ……………………..
The expenses to be incurred during this trip will be entirely borne by the applicant. 

Thank you for your assistance in expediting the application.

Sincerely,

[Name]

[Title]

[Phone]
