（单位便笺纸）


(日期)

（驻上海领馆名称）

Dear Sir/Madam，

Mr. / Ms. (出访人员姓名) （出生年月日 D.O.B.: ）is the (职务) of (单位名称) ， and his/her annual income in 2006 was RMB ______ (年收入).

At the invitation of (邀请单位)， （单位名称）will dispatch Mr./ Ms. (出访人员姓名) to visit (出访国家) for ____days, commencing from ________________to ________________ (出访日期). The purpose of the visit is to （结合邀请函内容写出出访目的，如discuss the future exchange and cooperation between the Kunshan side and (邀请单位) in fields of science, education, and culture）. We guarantee that the applicant will come back to China as scheduled immediately after the visit. We will cover all the expenditure related to this trip, including his/her round-trip flight tickets, accommodations and health insurance.

We greatly appreciate your kind assistance.

______________ （派出单位负责人签字）

姓名（英文打印）

职位（英文）

单位名称（英文）（加盖中文的公章）

Add:

Tel:

Fax:

（单位地址、电话、传真、邮编、网址等信息）


