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Sample Application Letter

Please use your company’s letterhead
address block

This is to inform you that I/we are planning to hold a meeting (convention), trade show, exhibition, or event in [name of city] between [dates]. 

This event, which is called [name of event], is scheduled to take place at [name of facility] and will involve x (number of)participants, x% of whom are foreign.

 A preliminary list of foreign participants is attached.

Please advise whether any of these people require work permits or any documentation to enter Canada for this event. 

Our designated show broker is [name of broker], who has assigned [name] as our client services representative.

A preliminary list of goods being brought into Canada for this event is attached. 

Please tell us what tariff item number(s) should be used on accompanying documentation for these goods, if any permits are required, and whether any of these goods are restricted or prohibited from entering Canada.

Finally, please tell us if this event is eligible for Border to Show on-site customs clearance service.

 Thank you.

[signature block]
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