XXXX X X X XXXXX 公 司


Letter of Introduction

To：Embassy of xxx xxx（申请签证的国家） in xxx xxx（驻华使馆所在地）
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.

	
	
	
	
	


（公司名称）：XXXXXXXXXXXXXX   

(负责人签名)：XXXXXXXXX
（TEL）：XXXXXXXXXXXX
（DATA）：XXXXXX 
COMPANY：XXXXXXXXXXXXXXXXXXX
ADDRESS：XXXXXXXXXXXXXXXXXXX
TEL：(0086)-XXXX-XXXXXXXX
FAX：(0086)- XXXX-XXXXXXXX
打印单位在职证明（介绍信或派遣函）应该注意以下事项：

1.以上蓝色部分要修改为申请人的信息，具体根据需要做增减；

2.最好打印到单位的信笺上，体现正式性、严谨性；

3.此样板仅作参考，如果您申请商务类的签证，内容需详细描述您的出国目的和计划！






公章








地址：XXXXXXXXXXXXXXXXXXXXX        传  真：（0086）-XXXX-XXXXXXXX    
邮编：XXXXXX
电话：（0086）-XXXX-XXXXXX                E-mail：XXXXXXXX                  WEB：http/www..XXXXXX

