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DRAFT
Procedures for issuing invitation letters

(China)

1. Determine Applicant’s Consular Region

Visa applicants must apply in their relevant consular region.  The consular region is based on the municipality or province of the applicant’s primary home or work address.  (See Page 2)

2. Determine Average Wait Time

Determine Average Wait Time for visa interview in applicant’s consular district.  Average wait times can be found here.  Enter the relevant consular district and refer to the wait time listed for “Visitor Visa.”  
3. Draft and Send Invitation Letter
Please include the following text in the letter:  

“Please keep in mind that the U.S. visa application process is significantly more difficult than the process in many other countries.  We ask that you follow the attached visa application guidance closely and carefully.  The U.S. state department website estimates a current wait time of (NUMBER) days for a visa interview in (CONSULAR DISTRICT).  In many cases, and up to 30 days may also be required for additional clearance procedures.  It is very important that you begin your visa application process as soon as possible, and no later than [Meeting date - average wait time - 30 days = latest application date].”

4. Send Electronic and Hard Copies to Applicant

In addition to a FedEx copy of the visa invitation letter, please also send an electronic copy to the applicant, copying the U.S. host if possible.  The email message should include the “Visa One-Pager” document as well as the tracking number and estimated arrival date for the hard copy letter. 
5. What if applicant’s visa interview date is after the meeting?

ANSI/USNC staff should avoid making requests in cases where the applicant procrastinated or did not follow the correct visa application procedures.  In unavoidable or unusual cases, staff may request expedited interview appointments directly by fax: 011-8610-6532-3178.  Requests are reviewed and prioritized by the Embassy/consulates.  When an expedited appointment is possible, applicants will be contacted directly.
This fax request should include the following information:

· Applicant’s name, contact information, date of birth and passport number (this information should also be displayed prominently on the fax cover sheet)
· Meeting date/location and any available documentation and copy of invitation letter

· Date of applicant’s request for visa interview.  In cases where the applicants’ visa interview is much later the State Department’s estimated wait times, these details should also be included.  

· Specific details on why an expedited interview is necessary.  
Chinese Consular Districts and Points of Contact
	Consular District
	Municipalities and Provinces



	Beijing
	Municipalities of Beijing and Tianjin. 

Provinces of Gansu, Hebei, Henan, Hubei, Hunan, Inner Mongolia, Jiangxi, Ningxia, Shandong, Shaanxi, Shanxi, Qinghai and Xinjiang. 



	Chengdu
	Chongqing, Guizhou, Sichuan, Tibet, Yunnan 



	Guangzhou
	Fujian, Guangdong, Guangxi, Hainan



	Shanghai
	Anhui, Jiangsu, Shanghai, Zhejiang



	Shenyang
	Heilongjiang, Jilin, Liaoning 



	Hong Kong
	Hong Kong & Macau




Guidance for Visa-Related Correspondence 

Routinely forwarding electronic invitation letters to applicants:
Subject:
FOR IMMEDIATE ATTENTION Electronic Invitation Letter for [meeting name] on [date] in [city]
Attchmnt:
Electronic Invitation Letter; Visa One-Pager
Text:
Dear Mr./Ms. [applicant’s name],

We are pleased to hear that you will be traveling to the United States to attend [meeting name] on [date] in [city].  

With this message, please find two attachments:  an electronic copy of your invitation letter and a guidance document on the U.S. visa application process.
An original copy of the invitation letter has been sent via FedEx to your attention at [Applicant’s Address] via.  The tracking number is [tracking number].  Click here to track this package.  Please let me know as soon as possible if you do not receive this letter.
Please keep in mind that the U.S. visa application process is significantly more difficult than the processes in many other countries.  We ask that you follow the attached visa application guidance closely and carefully.  The U.S. state department website estimates a current wait time of [NUMBER] days for a visa interview in [CONSULAR DISTRICT].  In many cases, and up to 30 days may also be required for additional clearance procedures.  It is very important that you begin your visa application process as soon as possible and no later than [Meeting date – average wait time – 30 days].

Please feel free to contact me with any questions.

Thank you,

Responding to Applicant requesting expedited interview:
Text:
Dear Mr./Ms. [applicant name],

Thank you for the email message regarding your visa interview appointment.  As soon as possible, would you please provide a few more details on your application?  Specifically, please indicate the date you submitted your request for an interview appointment, the city of your appointment, and any other relevant details?

If we can help:



Dear Mr./Ms. [applicant name],
Thank you for your follow-up information.  I have faxed a request for an expedited interview appointment to the U.S. Embassy in China on your behalf.  The Embassy will evaluate and prioritize this and all other requests, and contact you directly if a new interview date can be accommodated.  
Please let me know if and when you are contacted by the Embassy.

Thank you,

If we cannot help:



Dear Mr./Ms. [applicant name],



Thank you for your follow-up message.

From the information you provided, it appears that your visa application and request for visa interview were submitted after the deadline indicated on your invitation letter (attached). [or, it appears that you did not follow the guidance issued with your invitation letter (attached)].  Unfortunately, we are unable to provide further assistance at this time.  
Thank you,
(Attach original message with visa guidance and electronic invitation letter)
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