(to be written on a Company letterhead)
Andrew Flashberg
Chief of Consular Section

U.S. Consulate General

St. Petersburg, Russia

date
Dear Mr. Flashberg:


Attached for your consideration please find an application for business visa for (Name, Position, full name of the Company)  for the period from ……till…...
(Full name of the Company) is a member of the St. Petersburg Chapter of the American Chamber of Commerce in Russia. 
(a passage required here is to describe the activity, products or service the Company provides – basically, to ensure the US Consulate of a reliability of the Company)

This letter is to apply for a multy entry business visa for (Name), (Position). He plans to spend  (period of time) (doing what, when and where)  . (The purpose of the visit). 
That you for your cooperation.

Sincerely,

Name,
(Position = Top Manager)
