用公司抬头信纸（名称/地址/电话）
To: Embassy of ***, Beijing

Fm: **** Co.,   Ltd.

Dear Sirs/Madam
This letter is to certify that Ms.姓名 ***who has been working in our company as职务 ****, since任职时间 ***.

Name List:    

	No.
	Name
	Passport No.
	Position
	Salary

	01.
	 
	 
	           
	


We agreed with his vacation trip on *** 2022 about ***days, and guarantee he will return to China on time, and continue working after finishing visit. All expenses will be borne by him.  
Please issue him the entry visa.

Your kindly help and co-operations will be highly appreciated.

Sincerely yours

Leadership signature
Pinyin –name

Title or Position

Company’ NAME---Co., Ltd (the official seal) 
