单位名头纸
致：签证官

我**证明**女士/先生自XXX年XX月起在大连xxxxxxx工作，职位是xxx。她的月薪为XXXX元。她计划自****年*月*日到***年*月*日赴主办国及其他申根国家旅游/商务/探亲。此次旅游的所有费用，包括机票， 交通， 食宿，医疗保险等等将由本人/本公司/邀请方承担。 她将会按时回国并继续在我单位工作。

姓名         出生日期           护照号           职位        月薪 

王瑛         1970.07.25      ED6728727      xxx       xxxx
领导人姓名： 
领导人职位： 
领导人签名
单位盖章

单位电话：0411-XXXXXXXX
单位地址：XXXXXXXXXXX
单位名称：XXXXXXXXXXX
单位名头纸

TO: VISA SECTION

Dear Sirs,

I XXXXX certify that Ms.XXXX  has been working in our unit since XXX.XXXX, engaging in XXXX. Her/His  salary is XXXX per month . She/He is permitted to take a vacation/visit 亲属关系/business to主办国 and the other European countries from 年月日 to 年月日. All the travel expenses, including air tickets, transportation, accommodation, health insurance and so on will be covered by himself/herself. After that, she will come back to China on schedule and still work in our unit.

Name
  Date of Birth
     Passport-No.
   Position 
  Salary

XXX    XX.XX.XXXX   GXXXXXXXX     XXXX       XXXXX
Best Regards,
Name of Leader
Position of Leader ：
Signature of Leader
Unit Stamp 

Tel: 0411-XXXXXXXXX
Add: XXXXXXXXXXXXXX
Units XXXXXXXXXXXXX
