Date:（开具在职证明的具体日期）
To visa section,

Dear Sir or Madam,

Hereby we confirm that Mr/Ms XXX is a xxxxx(职务) of xxxxx(公司). He/She has been working in our company for X years. He/She intends to travel to your country from intends to travel to your country from XX-XX-XXXX  to XX-XX-XXXX. (具体出行日期). His/Her personal information is as follows:

	Name
	Date of Birth
	Passport No.
	Position
	Monthly Income

	XXX
	XXX
	GXXXXXX
	XXX
	RMB XXXX


We guarantee that he/she will abide by the laws of your county. He/She will be back to China on schedule and still continued working in our company. All the costs of the travel will be paid by himself/herself/company(三选一，其他删除）.
Please kindly release visa to him/her.
Best regards,
Leader Position: XXX
Leader Name: XXX

Signature:

Company Stamp:
Company address: 

Fax: XXX- XXXXXX
Tel: XXX- XXXXXX

Company Business License Number ：
