请用公司抬头纸打印，上有公司电话传真地址邮编等信息。
CERTIFICATE

TO: THE VISA SECTION OF                                                  

THE EMBASSY OF   国家名称  IN BEIJING 

Ms.  姓名   is the  职务 of our corporation. She began to work in our company since 来此单位工作日期  and has been in our company for来此单位工作时间, mainly charging of the affairs of   工作范围  , with a salary of around RMB月薪 /year.

Now, she has been permitted to take a vacation from 假期开始时间  to 假期结束时间, and she will take a journey to Europe for 假期天数  days during this period. 

All the expenses including travel, board and lodging, and any miscellaneous expenditure would be borne by herself. We hereby guarantee that Ms.  姓名  will obey the laws in            and will come back to China on time. 

Yours sincerely,

领导签字
盖公章
日期
注： 1 请用正规公司抬头纸打印，上有公司名称、地址、邮政编码、电话、传真等信息；
     2 如果公司总经理出国，签字人应该是副总或其他领导。总之，出国的人不应签字。
     3.材料不真实会导致拒签
