  此为样本，请按此格式用带有贵公司中英文抬头的信纸打印并机打填写
（如贵公司没有抬头信纸，请自行添加打印抬头，抬头内容包含公司名称、地址、电话和传真）

Date: 
Attn.: Visa Section
To: The Embassy of         in Beijing 
Dear visa officer:

This is to certify that      is the        of our company since     .      is going to travel to 

            and other European countries from        to       . We guarantee that     will obey the local laws during the tour and come back to China as soon as            finishes the trip. 
     annual income is       RMB.      position in the corporation will be kept until    return. 
          will cover all the traveling expenses           , please kindly issue     the visa after your checking up! 
REG No： 
Name
     Sex         Date of Birth        Passport No.      Position
Sincerely yours

Signature：
Occupation of Signature: 
Seal：
Company：
Add: 
Tel：
