REFERRAL LETTER REQUEST

Citi Employee Services (CES)

Procedures for requesting referral letter:

1. Please submit completed request form via email to Employee Services ASEAN for processing.

2. All fields must be completed.

3. Processing: 3 working days (upon receipt of your request with all required details).

	Name (As in NRIC/Passport):
	MOORI ASHOK KUMAR REDDY

	GEID:
	1000591297

	NRIC/ Passport No:
	S7863695E

	Contact number:
	                                      81188449

	Method of collection:

Note : Please produce your staff identity upon collection
	 FORMCHECKBOX 
  Self collection at Millennia Tower 16/F

      CES reception. 

       (Operation hours: Monday to Friday, 0830 to 1730)     

 FORMCHECKBOX 
  Send to internal office address as follows: -

        Floor : ___8th floor_______        Building :  Tampines Plaza ______________________



	Letter to be attention to:

(Please specify the intended recipient.    

Eg. ICA, Embassy name.)
	Name: ICA
	Designation/Department:



	
	Full mailing address:



	Purpose of letter: 
	 FORMCHECKBOX 
  Immigration/PR

 FORMCHECKBOX 
  HDB

 FORMCHECKBOX 
  MOM

 FORMCHECKBOX 
  Travel Visa; Please state: -

      Country of travel: _____________________

      From: _____________ Till: ______________
      Purpose: FORMCHECKBOX 
 Vacation           FORMCHECKBOX 
 Business trip

      Note: Please copy your Direct Manager when sending your request..

 FORMCHECKBOX 
  Exit; Please state official last day:__________.

 FORMCHECKBOX 
  Other ref; Please state purpose: __To applying LONG TERM VISIT PASS to my PARENTS & SON. And also I want to apply for PR to my SON _______________
   _____________________________________________.

	Salary information required? 

(Not applicable for Exit purpose)
	 FORMCHECKBOX 
  YES                              FORMCHECKBOX 
 NO
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