公司抬头信纸


Dispatch Letter

To: the Embassy/Consulate General of XXXXX in China
Dear Sir or Madame,

This is to certify that Mr/Ms. XXXXX has worked in our company since XXXXXX. As being invited by Name of Inviting Company(Add: XXXXXXXXXXX, Tel: XXXXXXXXX), our company dispatches Mr/Ms. XXXX to XXXXX from DD/MM/YYYY to DD/MM/YYYY.. The purpose of this trip is for business, XXXXXXX etc..Mr/Ms. XXXX’s personal information is as following:

	Name
	Sex
	Date of Birth
	Passport No.
	Position
	Monthly Income (After tax)

	
	
	
	
	
	


All the expenses occurred will be paid by XXXXXXXXXXXXXXXXXXX. We have approved his/her application and will resume his/her position after his/her return to China. We also guarantee that he/she will obey the local laws and return back to China on time.
Sincerely yours,

     Signature: Wang Wei 王伟

     Position: General Manager &Legal Representative

Company: Jiangsu Yutong Drying Equipment Co.,Ltd
Address: XXXXXXXXXXXXXXXXXXXXXXXX

Tel: XXXXXXX

Date: XXXX

注：

1.凡样本中XX的地方，均需相应填写您的相关信息，不要保留XX在完成后的在职证明中 

2.（）括号中为我们为您更加清晰在职证明的内容而标注的解释，不要保留在完成后的在职证明中
