（请使用单位投头纸打印）

Date:               
To whom it may concern 

This is to certify that 申请人姓名 ，passport NO.护照号码 Is the职务of this company ,and has been working here from 就职日期 with monthly salary月薪.He /she is entitled to an annual leave for 几天假期. (写明具体的去程和回程日期)
We further certify that 申请人姓名would like to take his/her annual leave to 目的地国家. 

We guarantee that：

he/she will abide by laws and decrees of the countries to be visited and he/she will not apply for employment or permanent resident permit .
He/she will resume his/her duty in this company upon completion of the trip.

Your favorable consideration to his/her application will be much appreciated.

Sincerely yours,
负责人签名（手写）

  单位公章                               

负责人姓名（中英文打印）

公司名称（英文打印）
公司地址（英文打印）

公司电话（英文打印）
