请采用公司抬头纸的公文信纸
在职证明必须是原件
 
在 职 证  明  
至美国驻中国大使馆 
    兹证明_________先生/女士，出生日期_____年___月___日，性别______，身份证号码__________________________，护照号码_______________，于_____年____月起在_______________公司________部门任____________职务，月薪________元。现本公司同意批准其从____年____月____日至____年____月____日休假_____天，在此期间陪同_________前往美国波士顿参加美国古典声乐家国际声乐比赛及其相关活动。此次赴美所需费用将由其个人负担。我公司保证其将遵守贵国的法律法规并按时回国。我公司将会为其保留其职位。

特此证明。
 
公司名称：
 法定代表人(或负责人)签字：
单位详细地址：
单位电话：
单位传真： 
公司公章：
 
                                                ____年____月____日
 April 28th, 2014 
To: Embassy of United States in China 

Dear Visa Officer:


We hereby certify that Mr./Ms._________(Male/Female, born on MM/DD/YYYYY, Chinese ID:_________________, Passport Number:_____________) is working in our company as a____________(position). Mr./Ms._________started working in our company on MM/DD/YYYY. His/Her salary is _____yuan RMB. Because (his/her daughter/son) advanced to the second round of Audition Plus Vocal Competition sponsored by Classical Singer Magazine, Mr./Ms._________will accompany (his/her daughter/son)________and stay in Boston during the period of the competition. We have approved Mr./Ms._________'s leave from the date of MM/DD/YYYY to the date of MM/DD/YYYY. Mr./Ms._________will resume his/her work at our company on her return on the date of MM/DD/YYYY. Mr./Ms._________will be responsible to all expenses of his/her US trip. 
 
We are confident that Mr./Ms._________will return to our company on time and will reserve his/her position until his/her return on the date of MM/DD/YYYY. He/She will not seek any employment or residency in the US and will abide by the laws and regulations of United States of America. We would be very grateful if you would approve her application for the US visa.

Should you have any question, please do not hesitate to contact us. 

Sincerely, 

Company’s Name:
Signature of Company’s Authority:
Company’sAddress:
Company’s Phone Number:
Company's Fax Number:
Company's Seal:
 
 
 
