Certification

To whom it may concern,

This is to certify that Mr. XXXX is the employee of our unit. He is going to visit America in Apr 2016. During his /her travel in America, all the traveling expenses will be covered by himself/herself. 
兹证明XXX是我们单位员工，他/她将于2016年4月前往美国旅游。他/她在美国旅游期间的所有费用由他/她本人承担。
	Name（姓名）
	Sex（性别）
	Date of Birth（出生日期）
	Passport No.
护照号
	Profession（职位）
	Monthly Salary
（月收入）

	XXXX
	M/F 
	月/日/年
	E……
	Deputy General Manager
	RMB. 10000


We hereby guarantee that the applicant will obey all the laws and regulations of the countries to be visited, and return to China on time. We keep his/her position upon the trip is finished. After his/her trip he/she will go on working in our company.

Thank you very much for your kindly considerations.
我们特此担保申请人遵守美国当地的法律法规，我们将为申请人保留职位，在他/她旅行结束后，将回公司继续他/她的职位。
Name:XXXXXXXXXXX 
Address: XXXXXXXXXXXXXXXXXXXX
Tel: 公司电话（必须有人接听） 负责人手机号码 
负责人职位: 负责人姓名 （负责人不能为同去的同事）办公室主任  
                                                                        负责人签字：（盖公章）                                  






