
Certificate of Incumbency（在职证明信）
	

	
	

	Embassy of    国家名字     Consulate General 
Visa Section




Dear Sir or Madam,

This is to certify that 姓名  , the visa applicant（male, born on 出生日期）， whose national passport number is 护照号      , has been working for 公司名称. as  职位   since 入职时间. We also certify that his current salary (after-tax) is CNY 月薪数目 per month. 

Mr./Ms. 姓名 applied for a leave from休假开始日期    to 休假结束日期    for his vacation that he  planned to spend in your country at his own expense. He assures to comply with local laws when in your country and return to his position when the vacation is over. We have approved his application and make sure that we will reserve his position during his leave. 

Sincerely yours, 

负责人英文签名
负责人职位英文
公司名字（英文）
公司地址（英文）
Postal Code:
Telephone:                     

Fax:　　　　　　　　　　

