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Date: 

Subject: Invitation to visit <<Meeting details: city-country, Meeting name and dates>>
Dear Sir/Madam,

This is to certify that <<First name & Family name>> from <<name of your company>> would be required to visit <<City>> for business purposes. 
During the stay <<name of your company>> will pay the accommodation, food and beverage and all the personal cost. I’m the contact person for ETSI and my contact details are as below:

Emmanuelle Wurffel


ETSI – Mobile Competence Centre


F-06921 Sophia Antipolis, France

Tel: +33492944266

The venue of the meeting will be:

<<Hotel details >>
Please find the following personal data for <<First name & Family name>>:
	Family Name(Last Name)
	

	Forename(First Name)
	

	Gender
	

	Birth Date(DD/MMM /YYYY)
	

	Birth Place
	

	Passport Number
	

	Company Name
	

	Company/Mailing Address
	

	Postal Code
	

	Telephone Number
	

	Fax Number
	


I thank you for considering <<First name & Family name>>.
Yours truly,

Emmanuelle Wurffel

Emmanuelle.wurffel@etsi.org

EUROPEAN TELECOMMUNICATIONS STANDARDS INSTITUTE

ETSI  F-06921 SOPHIA ANTIPOLIS CEDEX

Tel: +33 4 92 94 42 00
Fax: +33 4 93 65 47 16
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