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*  Covering Letter and Document Checklist

British Embassy
Xxxx

Xxxxx

XXXXXX

Date: xx/Xx/XXXxX
Dear Sir/Madam,
Re: Mx. xxxxx, DoB xx/xx/xxxx, Application as an Representative of an Overseas Business

I am writing this letter to submit my application of leave to enter the UK as a Representative
of an Overseas Business.

xxxxx Co., Ltd is a company registered in xxxx, China. (Company Introduction)

Due to necessity in expanding business coverage, xxxx Co., Ltd now intends to establish a
commercial presence by operating its first registered branch in the UK. And the branch will
operate in the same type of business activity as what the xxxx headquarter does, whist the
company’s centre will remain outside the UK.

Having been holding a senior position in the company since xx/Xxxx as a Xxxxxx, [ am
familiar with the business and operation of the company and have been participating
high-level decision making of the company. I am now appointed as the sole representative of
xxxxx Co., Ltd in establishing and operating a registered branch in the UK with full powers
to negotiate and take operational decisions without reference to the xxxx headquarter for the
purpose of representing the company in the UK.
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I am therefore making this application for leave to enter to the UK as a Representative of an
Overseas Business. Please kindly refer to the following enclosed documents:

1. Application form, completed and signed;

2. Two identical photos of the applicant;

3. Original passport of the applicant, no. G44591475;

4. Household Register Book and translation;

5. City & Guilds English Language certificate awarded to the applicant, Al level; (I HIE
FOR HTE NS B JLiE Al 7K

6. CV of the applicant;

7. Bank Statements of the past 6 months;

8. TB Test Report;

9. Non-criminal record certificate;

10. Original Business License of the company with translation; (/& E ML)

11. Organization Code Certificate of the company with translation; (ZHZIHIAIACALIE)
12. Company Introduction;

13. Audited Financial Statements of the company of 2013 with translation; (I —%EH# it
i35, 4 turnover BEIXF] 500 J3 AR M)

14. Capital Verification report of the company with translation; (/&3 F k5D

15. 2 letters of confirmation from the company ;  CJLF44)

16. 1 notarial certificate confirming appointment of the applicant as the Sole Representative
in the UK;  CILBR)

17. Original Labour Contract between the company and the applicant, with translation;

18. Reference letter from xxxxx.

In the light of the foregoing, I trust that you would be able to grant me the Representative of
an Overseas Business visa. In the meantime, if you require any other information, please do
not hesitate to contact me. Thank you very much.

Yours faithfully,

Xxxx
Address:
Tel:
Email:
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e Confirmation Letter from Company

Letter of Confirmation
Date:
Re: Mx. xxxxxx, DoB xx/xx/19xx, Passport No: GXXXXXXXX

To Whom It May Concern

This is to certify that Mx. xxxxx has been a senior employee of xxxxxx Co., Ltd holding a
position of XXXXX Since XX/Xx/XXxX.

Mx. xxxxxx has been directly employed by xxxxxx Co., Ltd and is now appointed as the Sole
Representative of the company. Mx. xxxxx will be establishing and operating the company’s
first registered branch in the UK with full powers to negotiate and take operational decisions
without reference to the xxx headquarter of the company for the purpose of representing the
company in the UK.

Mx. xxxxx will be working full-time for xxxxxx Co., Ltd during his/er stay in the UK on a
long-term assignment and will not engage in business of his/er own nor will s/he represent
any other company’s interest.

During Mx. xxxxx’s stay in the UK, xxxxxx Co., Ltd will be entering an employment
contract with his/er and be responsible for his/er salary. Mx. xxxxxx’s annual salary (gross)
will be GBPxxxxx.00.

If you require any other information, please do not hesitate to contact me.

Yours faithfully,

XXXXXXX
Position:
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xxxxxx Co., Ltd
Address:

Tel:

Email:

¢ Notarial Certificate — Chinese

(RN

ZEUEM] 2 xxxxx A IRA T RAETE xx EM LK —FKARAT, @FEHE

Fii: xxxxxxx %o
1. xxxxx A PR # RS R AE [ xx, H A LSRR RS R4 xx.
2. xxxxx A7 IR~ A R HARAE RSP FAL . T A F BAUER AL,
3. RSy K B, 3R PR AR S B S C B B AN S .

4. xxxxx A RAF R Fa xxxx (B, HAEHS: XXXX Fxx A xx H, #
HES 1D Gxxxxx) WA FIETEE WS E 73 ST fE— K .

5. xxxx fEFCHAME], B BRI ANEE xxxxxx A PR A 5 28525 S AR
xxx M) FEETAEM SO TR, B AS DA AN SONE AR L& sh s AR HAh &
w) F &

xxxxx H PR A A
2014 - x Hx H
RN xx
AR : xxxx

Hi ik«

R

IS FE -
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* Notarial Certificate - English

Letter of Confirmation
Date: xx/xx/XxxX

Re: Mx. xxxxx, DoB xx/xx/xxxx, Passport No: GXXXXXXXX

To Whom It May Concern

This is to certify that xxxxxx Co., Ltd is a company registered in xxxx, China. The
company’s main business are Xxxxx, XXxxx etc.

This is to certify that:

1. Xxxxx Co., Ltd is a trading company with its headquarter and principal place based in
xxx. The company intends to keep its main centre of business in Xxxxx.

2. xxxx Co., Ltd has no other branch, subsidiary or representative in the UK.

3. Due to necessity in expanding business coverage, xxxxx Co., Ltd now intends to
establish a commercial presence by operating its first registered branch in the UK.

4. Mx. xxxxx has been appointed as the sole representative of xxxxx Co., Ltd in
establishing and operating a registered branch in the UK.

5. Mx. xxxxx will be working full-time for xxxxx Co., Ltd during his/er stay in the UK as
the sole representative of the company. Mx. xxxxxx will be based mainly in the UK and
working on a UK long-term assignment and will not engage in business of his/er own nor
will s/he represent any other company’s interest.

If you require any other information, please do not hesitate to contact me.
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Yours faithfully,

XXXX
Position:
Xxxxx Co., Ltd
Address:

Tel:

Email:
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Reference Letter

British Embassy
Xxxxx
Xxxxx
XXXXXX

Date: xx/xx/XxxX

Re: Mx. xxxxx, DoB xx/xx/xxxx, Chinese National, Application for Representative of an
Overseas Business Visa

Dear Sir/Madam,

I am writing this letter to support the above named applicant in making his/er application as a
Representative of an Overseas Business, xxxxxx Co., Ltd.

xxxxx Co., Ltd is a company with its principal place based in xxxx which intends to establish
a commercial presence by operating its first registered branch in the UK and expand its
business in the UK; whilst Mx. xxxxxx, currently holding a senior position in the Company,
is appointed as the Sole Representative in establishing and operating the registered branch in
the UK.

I am writing this letter to confirm that, being the xxxxxr of xxxxxx, an organization aiming at
XXXXXXX, | am giving my positive consideration over the prospect of xxxxx Co., Ltd’s
business in the UK, as well as the capability of being the Sole Representative of Mx. xxxxx.
And I am therefore writing this letter to support Mx. xxxxx’s application as a Representative
of an Overseas Business of xxxxx Co., Ltd.

Please feel free to contact me if you need any further information with regards to this letter.
Yours faithfully

xxxxX, Marketing Manager
On Behalf of xxxxxxxx
Address: Tel: Email:
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* Salary confirmation

Letter of Confirmation

Date: dd mmm 2015

Re: Mr. xxx, DoB dd/mm/19xx, Passport No: GXXXXXXXX

To Whom It May Concern

This is to certify that Mr. xxx has been working at xxx Corporation since dd mmm 20xx. He

has been the [please insert position] since dd mmm 20xx.

Mr. xxx is earning a gross annual income of CNY xxx,000.00 including the base salary and

bonus. His annual salary in the latest three years are as follows:

Year Base Salary (CNY) Bonus (CNY)
2012 xx,000.00 xx,000.00
2013 xx,000.00 xx,000.00
2014 xx,000.00 xx,000.00
Total xx,000.00 xx,000.00

The income of Mr. xxx from 2012 to 2014 at xxx Corporation is CNY xxx,000.00 in total.

Hereby certify.

Signature:

XXX

Position: Chairman

xxx Corporation.Address: xxx, China

Tel: xxx Email:xxx
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