 [  your name]





 [  address ]



  


  [  contact numbers ]




       [ date]

Your ref.:

Our ref.:

[  name and title of recipient ]

[  recipient’s address ]

Dear [ name ],


Re:  Reference for application of visa 
This is to certify that [ the employee’s name ], holder of HKID No/ Passport No. [ the number ], has been serving in our Company in the post of [ position ].

He / She is currently on vacation and will be resuming his / her duties in this Company on [ date ].

Should you need any information of [ the employee’s name ], please do not hesitate to contact us.

Yours truly,

[ your signature ]

[ your name ]

[ your title ]

