派遣函（承担费用证明）样本
（请用单位的带有地址、电话、传真的抬头纸中英文打印出来）

CERTIFICATE OF GUARANTEE

To:
The Consulate General of (国家名) in Guangzhou / Shanghai

The Embassy of (国家名) in Beijing
















XXX (日期)
Dear Sir or Madam,


As invited by XXX(邀请单位名称), the delegation of XX(人数) people, headed by Mr./Ms. XX (姓名), the XX(职务) of XXX(工作单位名称), is planning to go to your country in XX (月份) to do sth.(访问目的), the duration of their stay will be XX(天数)days. The name-list of the delegation is as follows:

Name
   
 Date of Birth 

Service organization


Title
 

All costs including medical insurance occurred during this trip will be covered by XXX(费用承担方的单位名称）. And we guarantee that during this trip, they will abide by the laws of your country, and be back as scheduled, since we’ll reserve the positions for them. It will be grateful if you issue them visas!

Best Regards！
Yours sincerely，
___________ (单位领导签字)

领导姓名拼音（打印）

注明领导的职务

单位全称（加盖单位公章）
_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ 
备注：1. 本证明是送往外国驻华使领馆的正式公函，务求字迹清晰、打印工整，公章勿覆盖领导签字。2. 须用本单位的正式公函稿纸打印（须注明中英文的单位名称、地址和电话号码）。3．如果申请人同时去几个申根国，派遣函出给主签国家，但应提及要去的相关国家、邀请方、访问目的及分别停留多少天。4. “注明领导的职务”与“单位全称”之间空两行。
