X X 市X X X X 有 限 公 司


尊敬的领事馆：

兹有我公司  xxx（申请人姓名）  申请在xxx（日期）前往贵国xxx（目的）,我单位保证他 /她 如期往返,在贵国其间的一切费用包括机票,住宿,医疗保险及其它费用将由           xxx 本人或者公司（公司名称/个人）承担，在旅游/交流（目的）结束后将继续为本公司服务。

	申请人姓名
	出生日期
	职位
	月薪
	护照号码

	
	
	
	
	


单位名称：
Date:

To: 
Dear Sir or Madam:

This is certify that Mr. (Mrs) xxx is going to join a  xxx days pleasure trip to your country. Mr. (Mrs) xxx has been working in our company for xx years with a monthly income of xxxx yuan. He(She) will pay all tour expenses. Hereby we declare that He(She) will return to China without overstaying and upon his(her)  return He(She) will continue his(her)  duty in our company.

Your favorable consideration will be very much appreciated

Yours sincerely 
	Name
	Date of Birthday
	Position
	salary
	  Passport No.

	
	
	
	
	



XXXX   Company

(Signature of Director)

DATE
必须公司抬头信纸打印、有公司名称、地址、电话

备注：橙色字体内容需根据个人资料改修！

