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(Date)

(Name of employee)

(Name of your company)

(Company address)

(Company phone)

Dear Sir/Madam:

Please assist Mr./Ms. (name of employee), to obtain a VISA to Chicago, Illinois in the United States for their business visit to 4G World 2011 Conference & Expo.
On behalf of Yankee Group, I am pleased to invite Mr./Ms. (name of employee), to participate in the 4G World 2011 Conference & Expo being held October 24-27, 2011 in Chicago, Illinois. All details about the conference including terms of participation, attendance and the venue can be found at:  http://www/4gworld.com
While in Chicago, Illinois, Mr./Ms. (name of employee) will be conducting business discussions and meetings at the 4G World 2011 Conference and Expo.
All expenses involved with attending the event, including airfare, transportation, lodging, ground transportation, insurance and show entry fee will be the responsibility of the attendee.  
Sincerely,
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Eliot Weinman
President
The Events & Media Division of Yankee Group Research

events@yankeegroup.com
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