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）
Official Introduction Letter

Re: Business visa application 
Mr./Ms.              (Passport number: G********)
To: The Embassy of             in Beijing 
Dear Sir or Madam
Here our company certifies that     , born on    , is the     of      since    .     monthly income is about     RMB. As invited by     ,     is going to visit the inviting company in    and discuss about present and future insurance arrangement from         to       for      days.
Our company keeps          position as well as guarantees that         will obey local laws and regulations and travel back on time. Our company is willing to bear all the responsibility if any problems happen. All the costs and accommodations during this trip will be borne by our company.
Your kind consideration to         visa application will be highly appreciated. Please do not hesitate to contact me if you have any questions regarding to this matter. 
Signature：
Occupation of Signature:
Seal： 
Company：

Add: 
Tele：
