
March 25, 2020 Page 1 

 

Online Letter of Introduction (LOI) 

This Help article describes the process for creating your online Letter of Introduction (LOI).   

  

A valid LOI is required in order to be hosted.  LOIs are usually valid for one year.   

The LOI must include one of the following (depending on the policy in your country): 

 Paper stamp (sticker) till end of 2019 

 eStamp + Traveler stamp expiration date 

If you still have a paper stamp, the approval information will not be shown within Servas Online. 

As always, if you have any difficulties, contact first your local administrator, then your country at your 

country@servas.org.      (e.g. Canada@servas.org).  If no answers alternately, use the <Contact Us> link 

at the bottom of the Servas Online home page to contact an administrator. 

If you wish to travel abroad and meet Servas members you will need a LOI, contact first your 

Coordinator to ask any question, including payment policy for your country. 

Note: The completeness and correctness of your LOI depends on information saved within other 

sections of your profile (for example, personal and communication information).   

See the Basic Information chapter of the online help for details. 
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Reminder:  Your screen may look different from the figures here; the view may vary, depending on the 

device you use (e.g. computer, laptop, phone) or your browser (e.g. Chrome, Safari, etc.). 
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Accessing your profile 

Refer to the Accessing my profile chapter of the online help. 

Ensure all Basic Information section of your profile is complete and correct. 

(Refer to the Basic Information chapter of the online help).  The LOI will incorporate these fields. 

Using the online LOI 

You must be registered as a Traveller in order to view the LOI fields. 

1. Check that your photo appears at the 
top of the profile screen  
(See How to Upload Your Picture 
section of the user help if you need 
to upload or modify the picture). 

 

 

 

2. Scroll down until you see the  
Letter of Introduction section of your 
profile (if this section is not visible, 
check again whether you have 
traveller status and contact your local 
coordinator to arrange this). 

3. Ensure that the details have been 
completed and are up to date. 
 

 

 

 

 

4. To add or modify the LOI contents, 
click [Edit – Letter of introduction] 
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5. The Personal background is used to 
tell people about you as a traveller. 

This text could be modified later for 
example could be in Spanish if you go 
the Spanish speaking country, then in 
English to go to an English speaking 
country 

6. Ensure you have listed an Emergency 
contact including name, telephone 
and/or email address. 

7. Provide the names and ages of 
Children travelling with you. 

8. Select one or more Other Servas 
members travelling with you, (you 
enter the first letters of the Last 
Name, then select the right name in 
the rolling list) but they have an 
individual profile and be registered 
separately. 

9. Country to be visited click on the 
grey [Select] button and choose a 
country.  This can be repeated for 
several countries. 

 

10.  Click [Update your L.O.I] to save the 
modifications. 

 

11. To see a preview of your LOI click 
[Download your letter]. 

 

12. Navigate to the directory where you 
want to save your LOI and confirm.   
The default PDF filename will be 
letter-of-introduction. 
Open the file by navigating to the 
relevant directory and double-clicking 
on the file.  
Note: If the LOI doesn't appear on 
your screen, check your computer's 
Downloads folder. 
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13. Check that the LOI shows the correct 
information.  Update fields within 
your profile as necessary (See the 
Basic Information chapter of the 
online help for details.). 

Note:  Countries could be able to 

customize some part of the LOI, so it may 

look a little different. 
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Using paper stamps 

This section is relevant only till end of 2019 and only if your country is using the online LOI but is NOT 

using eStamps. Beginning of 2020, all the countries will have to use eStamps. 

The online LOI will have to be completed, printed and scanned, and then sent to your coordinator.  The 

coordinator will affix a paper stamp on your LOI and send it back to you. 

Scan the validated LOI and attach it to all emails you send requesting to be hosted.  

eStamps 

Refer to your local coordinator to confirm that your country is using eStamps. 

Once payment has been confirmed and your traveller status has been arranged, your coordinator will 

issue you an eStamp, usually valid for maximum one year. Remember that in order to travel after this 

date, you must request a new LOI with an up to date eStamp. 

1. Access your profile (refer to Editing 
your profile) 

2. Check that the eStamp number and 
Traveller Stamp until date appear at 
the top of your profile alongside your 
picture.   

 

 

3. [Download your letter] once again  

 

4. Verify that approval information is as 
expected: 

 Stamp 

 Valid Until 

 Stamp Issued in 

 Approved by (usually name and 

contact information) 

Note:  remember that the wording and 

layout could change a little bit from 

country to country. 
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5. Save this LOI PDF file on your 
computer for future use. 

 

6. Attach the approved Letter of 
Introduction PDF file to your hosting 
request emails.  
 

 

 

 

Note:  the eStamp information is available 

to potential hosts when they search for 

your profile within Servas Online. 

 

 

 


