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SAMPLE - FICTIONAL DETAILS - NOT A REAL PERSON, BUSINESS OR OFFICIAL FORM

VISA OR LEAVE LETTER (SAMPLE)

Sample - fictional details.

LEAVE LETTER (EMPLOYMENT)

To: The Manager, Harbour Line Engineering, Kochi (fictional)
From: Rohan Pillai

Date: 12 November 2026

Subject: Request for leave, 8-20 December 2026

I request earned leave from 8 to 20 December 2026, returning to work on 21 December, to travel with
my family. The shift handover will be completed on 7 December. I request written approval of this

leave.
Yours sincerely,

Rohan Pillai

SHORT VISA COVERING LETTER (SAMPLE OPENING)

This letter would accompany a visitor-visa file only as a covering note from the traveller, stating the
purpose, dates, who pays, and what ties the traveller has to return. QuillVita does not file visas and
is not an immigration adviser. A paid letter is a draft for you to sign. Official forms and fees are

yours.
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