公司抬头

Turkish Consulate in Shanghai 
Dear Madam or Sir,

With reference to the visa application of 性别+姓名(Passport No. 护照号码) is sales in our company who will visit your country during 出团年月 for tour. We are 公司英文名. His/Her monthly salary is 工资.We hereby declare that we shall be responsible for his/her and guarantee he/she will come back to China on time.

All the costs of this visit will be borne by our company.

We are guarantee as following:

Abide by all outbound laws and regulations.
10 days vacation with salary.
Keep the current position for him/her.
We should be obliged to you if the requisite visa could be issued at your earliest convenience.

Yours faithfully
公司电话

公司地址

上级领导签字

公章盖章处

（公章必须与营业执照上公司名字相符）

