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（蓝色字体部分为根据个人实际情况修改）

Certification Letter

To: visa section
Dear Sir or Madam:
Hereby we certify that Mr（Mrs）.chen fuxing is the vice chairman of our office. 

He(She) began work in our office from 05 May 2005.

We certificate  Mr（Mrs）.chen fuxing will take his(her) holiday from 17.11.2007 to 30.11.2007（需打上准确的旅游起止日期）.We make sure that he(she) must obey the local rules and come back to China on time. We will also keep his(her) position till his(her) coming back. 

His(her) total income  in our office is RMB8000/month. 
Our office will afford all the expense in Europe! （公费旅游请写此句）（自费旅游请删除此句）
He(She) will cover all the expense in Europe！（自费旅游请写此句）（公费旅游请删除此句）

Yours Frankly！

Person in charge:Wang Sheng
Position: (根据签名人的具体职位填写，比如法人填写legal  person,副总填写 vice general manager，人事经理填写HR manager等等)
Tel:021-12345678
Add:No.16,huangsheng Rd,shanghai
Tel:021-87654321        Fax:021-12365488
