(以下信息请用公司抬头纸打印并请单位负责人签字并加盖公章，根据实际情况在括号内填写英文后，删去所有中文和括号)

Visa Section 

Embassy of （哪个国家）
To Whom it May Concern, 

This is to verify that Mr. (汉语拼音姓名) has worked in (工作单位英文名称) for（在目前工作单位工作年数）years. His salary is RMB（月工资数）per month. He will （出行目的） from 28th October to 4th November 2008 to in （哪个国家、地名）
The personal data is as below:

	Name
	Sex
	Date of Birth 
	Passport No.
	Company
	Position

	(汉语拼音
姓名)
	M
	（出生
日期）
	（护照号）
	(工作单位英文名称)
	（职位英文名称）


(工作单位英文名称) would guarantee that Mr. (汉语拼音姓名) will be abided by all of the outbound laws and come back to China on time after the visit. Please issue visa for him. 
（费用承担方英文名称） will cover all his traveling expenses including round trip air tickets, hotel, accommodation, local transportation, medical and health insurance, and any other related cost during his stay in（哪个国家）
We sincerely appreciate your attention to this application and assistance in processing the visa for him. 

Please contact us if you have any further information that may require.

Sincerely yours,

（此处单位负责人手写签名，单位盖章）
（此处用电脑打印单位负责人姓名）(汉语拼音)
（此处用电脑打印单位负责人职位）(英文)
（打印单位名称）(英文)
（打印单位地址）(英文)
 (此处用电脑打印以上负责人电话号码，并尽量提供手机号码) (英文)

 (此处用电脑打印以上负责人传真号码) (英文)

