请用公司抬头纸打印

CERTIFICATE

Embassy of 国家姓名 in China,

To whom it may concern:

This is to certify that Mr. /Ms.  姓名   is the  职位 of our company. He/She began to work in our company since 入职年份,  and has been in our company for 工作时间（多少年）, with a salary of around RMB月薪 /month.

His / Her details are as below: 

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

	姓名
	性别
	出生日期
	护照号码
	护照到期日
	签发地


He / She has been permitted to take a vacation from 假期开始时间  to 假期结束时间 to go to your country to 旅行目的（探亲访友/旅游）

All the expenses including travel, board and lodging, and any miscellaneous expenditure would be borne by   费用承担方 . We hereby guarantee that the applicant will obey the laws of your country and will come back to China on time before the expiry date of visa. 

Yours sincerely,

Signature: 签字人拼音姓名（请机打），并手写中文签字
Title: 签字人职务
Address: 公司地址
Tel:/Fax: 电话及传真
Date: 日期       （加盖公章）

备注：男士请用：MR， He，his;

     女士请用：Ms, she, her

