[MUST APPEAR ON COMPANY LETTERHEAD]
[TODAY’S DATE]
Consulate General of People’s Republic of China
1450 Laguna Street

San Francisco, CA 94115
Dear Sir:

Please assist our [EMPLOYEE’S TITLE], [MR./MS./MRS.] [EMPLOYEE’S FULL NAME] to obtain a visa to China.
[MR./MS./MRS.] [EMPLOYEE’S LAST NAME] will be visiting attending the CPSA Shanghai Symposium for [NUMBER OF DAYS] days commencing on [ARRIVAL DATE] and departing on [DEPARTURE DATE].  

While in your country, [MR./MS./MRS.] [EMPLOYEE’S LAST NAME] will be attending and participating scientific sessions, workshops, and roundtable discussion meetings, in general, as well as interacting with various scientific colleagues during the conference. CPSA Shanghai will be held at:
Renaissance Shanghai Pudong Hotel
100 Chang Liu Road
Pudong New Area, Shanghai 200134
[YOUR COMPANY NAME] will be responsible for [MR./MS./MRS.] [EMPLOYEE’S LAST NAME] expenses during her stay in your country, as well as return transportation back to the U.S.

If there is any question, please do not hesitate to contact me at [AREA CODE AND TELEPHONE NUMBER].
Sincerely Yours,

[SIGNATURE]
[NAME]
[TITLE]
