抬头纸打印

Attn: Visa Office,（申请国家名称）Embassy in Beijing 


From:  Co., Ltd（公司英文名称）
Address:          (公司地址）

Tel:          （公司电话）

To Whom It May Concern

Dear Madam/ Sir:

On behalf of 中方公司名称, I，(公司负责人名字和职位）formally refer the staff （签证申请人名字）representing the company to visit （外方邀请公司的名字） from (从什么时间到什么时间）, for the business meeting focusing on:
（具体的访问目的以及访问安排）

Please note that the staff’s personal details for the visa purpose are:

	Name


	D.O.B


	Passport No. 


	Position


	Salary
	Date of hire

	申请人姓名


	出生日期
	护照号码
	职位
	薪水
	受聘时间

	
	
	
	
	
	

	
	
	
	
	
	


Please note that all the expenses incurred during the trip including air ticket, hotel and the subsidy for each staff will be taken in charge by （中方公司名字） definitely. Hereby we guarantee that he （男改he 女改she，他们改they）will abide local  laws and regulations in (申请国家名称）and come back to China on time.
We thank you in advance for your prompt attention and remain, Dear Madam or Sir,

Yours sincerely, 

   公司负责人签字 (手写）及 盖章
........………………………….. …   

                         公司负责人: 名字 （拼音）

             日期：月/日/年

