
Sample for a
South African Business Letter

 Letterhead

Date
Full street address with postal code

Telephone number

Application for Mr/Ms ......

● Confirmation of employment 
(including to mention how long the applicant has been employed by the company)

● Naming the purpose of travel (training, meeting, conference etc.) 
● Stating the requested period for the trip (exact dates or requested period) 
● Giving full details of the event venue (full address where the event/business meeting will take place)
● Confirmation of Hotel/Private booking including full street address.

Confirmation of acceptance of costs (if applicable) :

We confirm that we will cover all costs according to §§66-68 of the German Aliens law: concerning 
travel/living expenses, accommodation, medical/healthcare dependency expenses, including the costs for 
deportation or expulsion.

Yours faithfully,

Signature
Print name

October 2009

1267 Pretorius Street, Hatfield, Pretoria 0083
Telephone Enquiries:  
General Information: +27 12 427 8999 
Specific Enquiries: + 27 12 427 8974 
(Tue. to Thur. 14-16.00h, Mon. 15-16.00h)
Visiting hours: See personal appointment
Internet: www.pretoria.diplo.de
eMail: visainformation@pret.diplo.de
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