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CHECKLIST FOR BUSINESS/PROFESSIONAL/ 

CULTURAL/SPORT EVENT VISA 

All documents must be in English, Dutch, French or German.  

Documents in Arabic must be submitted with a translation. 

 

It’s essential that your submitted file contains the original documents. 

All documents will be returned once a decision has been made 

Document Description 

Application form 

- Irrespective of age, every individual requires a separate application 
form, that can be printed from VisaOnWeb 

- Must be duly completed, dated, and signed by the applicant himself. 
- For children under 18 years, the application form must be signed by 

a person with parental authority or by a legal guardian. 

One recent 
passport size 
photograph 

- Size 3.5cm X 4.5cm 
- White plain background 

- Taken less than 3 months ago 

Original passport 

- A copy of all pages (excluding the blank) 
- Must be issued within the last 10 years, in good condition and have 

at least 2 empty consecutive pages. 
- Must be valid for at least 3 months after the intended return date. 

• For foreigners: copy of your Lebanese/Syrian residence permit 

with validity of at least 3 months after the intended return date 

AND work permit valid for at least 3 months after the intended 

return date (if applicable).  

For minor children 
travelling alone or 

without both 
parents: Parental 

authorization 

- Notarized consent of the non-traveling parent(s) or proof of sole 
custody of the traveling parent or legal guardian. 

- The parental authorization document can also be signed at the 
legalization section at TLS Contact when submitting the visa 
application.  

- Copy of the parents or legal guardians passport and ID  
- Birth certificate of the minor translated in English or French  
- If applicable : proof of guardianship issued by the court (translated 

by a translator) / proof of diseased parent. 

Information to be 
provided by the 

inviting 
company/organiza

tion /event 
 

- An official letter issued by a Belgian company/organization with 
stamp and signature, mentioning clearly: 

• the full address and contact details of the company 
• Purpose and duration of the visit 

• Detailed program 

• The name and position of the countersigning officer 
- Person or entity, who will bear the applicant’s travel and 

subsistence expenses, in case the cost will be covered by the 
inviting company/organization/event. 

https://visaonweb.diplomatie.be/
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- Extract of the business register in Belgium (not applicable for 
public administration entities) 

- If conference or training: proof that admission fees have been paid 

 
Information to be 
provided by the 

sending company 
 

In case of business travel: 
- Proof of commercial relations with the inviting company (original 

bills of ladings with the corresponding invoices, swift, related 
customs clearance documents etc.) Please note that these 
documents have to be very recent, i.e. last 12 to 18 months. Bills of 
ladings on their own will not be considered as sufficient proof. 

- Sponsorship letter if the sending company is taking in charge the 
applicant’s travel and subsistence expenses  

 

In case of sports / cultural event:  
- A document proving the applicants membership in a national or 

other sport team, or  

- A verbal note from the Ministry of Sport and Youth confirming the 

applicant’s membership in a sports association.  

- A letter provided by the sports federation or cultural organization 

indicating the following: 

• Full address and contacts of the organization 

• The name and position of the countersigning officer 

• The name, position, salary and years of employment (only for 

professionals) 

• Confirmation of participation 

• Entity that will pay for costs of travel and living 

 

Proof of sufficient 
financial means, 
Regular income 

and guarantees for 
return 

For ALL applicants: 
Personal bank statements (preferably from a fresh euro/dollar 
account= useable abroad) from the last 6 months, showing regular 
income (salary, pension, etc...) OR 
Fresh credit card with account statements from the last six months. 
All bank statements must be in English (or translated), must show the 
applicant’s name, must be stamped and signed by the bank, must 
contain information on the means and conditions for money 
withdrawal. 
 
For a short stay visit to Belgium, an applicant must have personal 
access to at least 95€ per day if staying in a hotel. 
 
For employees :  
- Employment agreement mentioning the full address and contact 

details of the company, the starting date, the function, the net 
monthly salary, a permission of absence during the intended travel 
dates. The letter must have an original signature (the name and 
position of the countersigning officer) and a stamp. 

- Registration with CNSS 
 

For company owners:  
- Copy of the commercial register 
- Copy of company statutes 
- Copy of company bylaws 
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Any Arabic document provided without translation will NOT be considered.  

Guarantees for return - the applicant is advised to document his/her professional and socio-

economic status in the country of origin / residence. (proof of regular income and stable 

source of revenues from the applicant and/or his/her partner , ownership of land or real 

- Bank statement from the last three months with a statement from 
the bank proving the applicant is a signatory on this bank account, 
or tax statement for the company 

 
For self-employed applicants: 
- Syndicate card or letter 
- Tax statement  
- Proof of current business activities (order, contracts, etc.) 

 
For retired applicants:  
- Proof of pension and/or other regular income 

 
For students:  
- Enrollment certificate for the current academic year from the 

attended school or university + proof of registration for the next 

academic year (for intended travel just before or during the 

summer) 

- Confirmation of attending classes and permission of absence for 

the intended travel dates  

- The certificate must contain the full address of the institution and 

contact details and function of the countersigning person   

• Proof of sufficient financial means can be provided by a letter 

of sponsorship by one of the parents + proof of their regular 

income and sufficient financial means (as mentioned above) 

along with a copy of the parents’ passport. 

Extract of family 
register 

Extract of family register (ekhraj kaid aily) original or legalized 
copy, either not older than six months or stamped by the competent 
authorities as “register up-to-date” (+ translation) 

Flight reservation 
- Reservation for round-trip flight tickets on the applicants name 

(including intra-Schengen travels, if applicable) 

Travel insurance 
certificate 

- Travel insurance certificate that covers the whole duration of the 
stay. This insurance policy must cover all medical expenses 
(including emergency hospital treatment and repatriation) with a 
minimal coverage of 30.000 EUR and must be valid for the whole 
Schengen territory. 

Hotel reservation 

- Hotel / private apartment reservation that covers the whole 
duration of the intended stay within the Schengen area. The 
reservation must be guaranteed with a valid credit card and must 
mention the applicants name, the reserved dates, the hotel 
address and contact details. Vouchers by local travel agencies are 
not accepted as proof of prepaid accommodation.  
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estate, family ties, etc.) This information is essential to judge the intention of the applicant to 

leave the Schengen area before the expiry date of his/her visa. 

An absolute minimal processing time of 15 days for visa C applications should be taken into 

account. When the visa application must be submitted for decision to the Immigration Office 

in Brussels or when additional documents are requested, the additional processing time can 

be up to four weeks.  

Please note that the processing time is sometimes subject to external circumstances, and it 

is strongly recommended to submit your application sooner especially during peak season. 

Applications are possible up to 180 days before your intended departure.  

The verification of the submitted documents can delay or impede the issuance of the visa. 

These delays depend exclusively upon the instance that issued the documents. Any false 

statements or documents will lead to your application being rejected.  

Please note that the application will be processed with the documents handed over upon 

submission. No additional documents can be submitted at TLS Contact afterwards, unless 

they are requested by the competent authorities.  

An incomplete file will often lead to a visa refusal. A complete file does not guarantee the 

issuance of a visa. Applicants that cannot enclose all documents from the above checklist 

should consider adding alternatives or an explanation on why these documents were not 

provided. 

The visa-fee is non-refundable should your visa application be denied.  

A change of travel purpose after submission is NOT possible. The applicant will have to 

submit a new visa application. 

In case your fingerprints were taken within the last 59 months prior to the current visa 

application, you are exempted from the obligation. However, if you are uncertain about the 

timing, it is advisable to provide them again. 


