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

TO: THE VISA SECTION OF                                                  

THE EMBASSY OF           IN BEIJING 

DEAR VISA SECTION OFFICER,

We, 公司名称 ,show our respect for your embassy

We would like to confirm that the following person is working in our company as 职务 and he has been working in our company since来该公司工作的年份. His salary is 月薪 RMB/year.

As the guest invited by邀请方公司名称 (TEL:邀请方公司电话)，He will go to your country for 出访原因from *月*日—*月*日 for 停留天数 days . His details are as below:

	NAME
	SEX
	Date OF Birth
	Passport No.
	Date of Expiry
	Place of Issue

	
	
	
	
	
	

	
	
	
	
	
	


We hereby declare that we shall be responsible for the following items for him.

1.All expenses for this trip to including the cost of air tickets, traffic expenses, insurance and accommodation will be covered by 费用承担方（公司或个人）;

2.He will abide by laws and rules of your country.

3.He will return to China on time, and continue his work in our company.

Thank you in advance.

Sincerely yours,

领导签字    

加盖公章
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
