COVER LETTER TEMPLATE ADDRESSED TO THE ZAMBIAN DIRECTOR GENERAL OF IMMIGRATION USE YOUR ORGANIZATION’S LETTERHEAD PAPER. PLEASE MAKE SURE IT INCLUDES YOUR CONTACT DETAILS 

[INSERT YOUR ADDRESS]

The Director-General

Department of Immigration

P.O. Box 50300

Lusaka, Zambia


[INSERT DATE]

RE: Application for a Visa to Attend the 27th International Symposium on Electronic Theses and Dissertations in Livingstone










[INSERT DATE]
Dear Director General of Immigration, 

I would like to apply for a business visa to enter Zambia.

I will arrive in Zambia on [INSERT DATE] and depart on [INSERT DATE).
I will be visiting the Republic of Zambia to attend the 27th International Symposium on Electronic Theses and Dissertations (ETD 2024) Conference. ETD 2024 will be held between November 4-6, 2024 at the Avani Victoria Falls Resort in Lingstone, Zambia.
The ETD 2024 Conference is being hosted by The University of Zambia and co-hosted by The Higher Education Authority and Zambia Research and Education Network. In addition, this annual conference is organised by the Networked Digital Library of Theses and Dissertations (NDLTD), an international organisation incorporated as a nonprofit 501(c) 3 charitable organization in the United States. More information about ETD 2024 can be found at: https://etd2024.unza.zm 
I will be staying at [INSERT HOTEL NAME AND FULL ADDRESS].

Yours sincerely,

(INSERT YOUR SIGNATURE)

(INSERT YOUR NAME)

(INSERT YOUR POSITION)

(INSERT YOUR ORGANISATION’S NAME)

(INSERT YOUR EMAIL ADDRESS)

(INSERT YOUR TELEPHONE NUMBER)
