此为样本，请按此格式用带有贵公司中英文抬头的信纸打印(必须包含公司名称、地址、电话)

DATE:
Visa Section
           Consulate General in Shanghai


 ________ is the _________of the ________Department in our Company since         , and her/his monthly income is RMB         . We have approved her/his annual leave from          to           for her/his holiday to               (and other European Countries如不去请将括号内话述删除).All the expenses during the travel will be borne by herself/himself. We hereby guarantee ________will obey the laws in outbound and we shall retain her/his position till the end of the holiday. 

Signature:（姓名同时需要机打和手写两种格式）

Position:（签字人的职务）     

Company: （公司名称）

Telephone:（公司电话）

