此为样本，请按此格式用带有贵公司抬头的信纸打印
（如贵公司没有抬头信纸，请自行添加打印抬头，空格处也需用打印的形式填写）
DATE:         


          Consulate General in Beijing
       (Passport No.        , Date of birth:       ) is the          of the        Department in our Company since     ，and the monthly salary income is RMB       . We have approved the annual leave from        to         for holiday to        . All the expenses during the travel will be borne by      . We hereby guarantee     will obey the laws overseas and we shall retain the position till the end of the holiday.

Sincerely yours

Company Name: 
Add: 
Signature:  

Occupation of Signature：

Company Stamp:
Tel: 
Fax:
