模板一：
Department of Human Resource
XINGLONG INC.
28th May 2008

VISA OFFICE
AUSTRALIAN EMBASSY大使馆 / CONSULATE领事馆

To whom it may concern 

Dear Sir or Madam:

We hereby confirm that Mr. Zhang San, the visa applicant, whose national passport number is G88888888, has been working for Xinglong Inc. for fifteen years since July 1993 and has heretofore kept a good record of performance. The current title of Mr. Zhang is Deputy General Manager of the Department of Sales and his current salary (after-tax) is fifteen thousand and five hundred Renminbi yuan (CNY 15,500) per month. 

Mr. Zhang applied for a leave of 7 days from 1st to 7th October 2008 for his vacation that he planned to spend in your country at his own expense. He assures to comply with Australian laws when in your country and return to his position when the vacation is over. We have approved his application and made sure that we will reserve his position and salary during his leave.

Please kindly afford him any appropriate assistance concerning visa affairs in case of need. If any questions, please do not hesitate to contact Li Si, the Department of Human Resource at +86 (88) 8788-6688 ext. 1234. 


Sincerely,
Li Si （人事部门负责人签名）
Manager of Department of Human Resource
Xinglong Inc. （公司盖章）











改写版：
Dear Sir or Madam:
We hereby confirm that Mrs. XX, the visa applicant, whose national passport number is XX, has been working for the XX as a clerk in Department of XX for X years and has heretofore kept a good record of performance. Her current salary (after-tax) is  XXX  Renminbi Yuan, per month.

Mrs. XX applied for an 11 days leave from 29th January to 8th February 2011 for her vacation that she planned to spend in New Zealand at her own expense. We have approved her application and made sure that we will reserve her position and salary during her leave.

Please kindly afford her any appropriate assistance concerning visa affairs in case of need. If any questions, please do not hesitate to contact the Division of Personnel, XX at +86 (21)XX.

Sincerely
Division of Personnel
XX
(Sealed)


模板三：
FURLOUGH CERTIFICATE

AUSTRALIA EMBASSY,CHINA:
        XXX,who is the staff of our company is applying for a visit to Australia.  XXX  has been working here for   one and a half year  , holding a post as customer relationship manager  ,income of a month is   RMB 8000  . Now we approved her a    11   days vacation to tour Australia.



                   Signature of responsible offiicer:
                   Contact person:
                   Call of contact person:











模板四：
Australian Consulate General, Guangzhou, People's Republic of China               
visa office 

Date： 

To whom it may concern,

Subject: Tourist Visa Application (subclass 676)

We hereby certify that Mr. XXX (姓名)  holder of passport No. XXX (护照号码), has been employed by our company since XXX (入职年月. His current position title is XXX (职位) and his monthly salary is RMB XXX (工资金额）.

We have approved Mr. XXX's annual leave from XXX to XXX (休假日期). All the expenses during the travel will be borne by himself. We also guarantee that he will obey the laws overseas and we shall retain the position till the end of the holiday. 

Should you have any questions, please don’t hesitate to contact us (Tel. XXXXXXX).

Best Regards,

HR Manager: (姓名) 签名
XXXXX (公司名称) 盖章
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模板五
（公司抬头）

工作证明

兹证明XXX（护照号：Gxxxxxxxx）自20xx年xx月xx日至今在我公司担任xxxx职位，月薪人民币xxxx元（或者税前XXXXX）。
经本公司同意，批准其于20xx年xx月xx日至20xx年xx月x日休假，为期xx天。假期结束，XXX将于xx月xx日返回公司上班。


联系人(职位)：
电话：
时间：










Subject: Tourist Visa Application

Certificate on in-service


To whom it may concern,


We hereby certify that Mr/Ms.XXXXX holder of passport number Gxxxxxxxxx has been working in our company since XXXX xxth, 20xx as (Potsiton). His/Her monthly salary is RMBXXXX.

We have approved him/her to take a leave of xx days from XXXX xxth, 20xx to XXXX xxth, 20xx. Mr/Ms.XXXXX will resume his/her duties with the company on his/her return to XXXXX.
Yours sincerely,


XXXXXXXXXXXX Co., Ltd


Person to contact:   
Position: 
Telephone: 
Dated: 





