
（请根据样板打印在客人公司抬头纸原件上

红色字体部分请根据实际情况修改）
Mar. 13, 2015 (开出此职证明的日期)
Embassy/Consulate General of (办理签证国家)
Dear Sir or Madam:

Herewith we confirm that Wang Hongjun(姓名) is the Employee of Kun Shan Chinese Medicine Hospital(公司名称). He/She(他/她)  will go to visit （办理签证国家）for(详细出行目的) from 30 Jan 2014 to 8 Feb 2014(出行起止日期).

Name: Wang Hongjun (姓名)
Date & Place of Birth: 11 Mar 1971, Xi AN China(出生日期 出生地 国家)
Service organization: Kun Shan Chinese Medicine Hospital(公司名称)
Title: Manager(职位)
Passport: G06073089(护照号)
Current Working Period: 15 Years (在本单位工作年限)
Salary (including bonus): RMB5500.00/month (含奖金平均月薪)
All costs relating to his/her(他/她) stay will be borne by himself/herself(他自己/她自己)/our company(我公司). We guarantee that during this trip he/she(他/她) will obey laws of your country and be back as scheduled. We will resume his/her(他/她) position in our company. It will be grateful if you issue his/her(他/她) visa as soon as possible!

Best regards,

Yours faithfully,

                 Manager: wang jian (电脑打印上签字领导的名字拼音)
 Signature: （领导中文签字 手签）
Add(公司地址英文)：

Tel(公司电话):
