（需要用单位的文头纸打印，须注明中英文的单位名称、地址和电话号码）

----------------------------------------------------------------------------------------------------------------------------------------------------------------------
CERTIFICATE OF GUARANTEE

TO : the Consulate General of（国家名）in Guangzhou/Shanghai或是the Embassy of (国家名) in Beijing
（需要确认到哪个地方的领馆办理签证）    

                         Date:

Dear Sir or Madam:

As invited by (邀请单位英文名称), the delegation of XX people, headed by Mr.(Ms.)XX（英文姓名）, the manager (英文职务) of （英文工作单位名称）, will go to your country in XX (英文月份) to do sth.（英文详细的访问目的），the duration of their stay will be XX days. The name-list of the delegation is as follows:

Name   Date & Place of Birth    Service organization    Title    Working period     Annual income

All costs including medical insurance occurred during this trip will be covered by XXX（费用承担方的单位英文名称）；and we guarantee that during this trip, they will obey laws of your country, and be back as scheduled. It will be grateful if you issue them visas as soon as possible!
Best Regards,

Sincerely yours,

----------------单位领导签名（需签中文）
汉语拼音（正楷打印）

注明职务（英文）
公司全称（英文）
加盖单位的公章

