贵公司的抬头纸（名称、LOGO）
CERTIFICATE

（红色字体部分为根据个人实际情况修改，多余文字及此行说明请删除）
DATE: 出发日期（格式：08/11/2011）
VISA OFFICE

NEW ZEALAND CONSULATE-GENERAL IN SHANGHAI
Mr./Ms. 二选一,姓名拼音, whose Passport No. is 护照号, is 职位名称 in our Company since 入职年月（示例：July 2011）, and his/her monthly income is RMB 月收入（格式：6,000）. We have approved his/her annual leave from 旅行出发日期（格式：28th November, 2011） to 旅行返回日期（格式：12th January, 2012） for his/her holiday（出行目的） to NEW ZEALAND. All the expenses during the travel will be borne by himself/herself. We hereby guarantee Mr./Ms. 姓氏拼音 will obey the laws in outbound and we shall retain his/her position till the end of the holiday. 

Signature: 人事经理或主管领导签字
Seal:  公司盖章
Company:  公司英文名称
Telephone:  可联系到人事经理或主管领导的直线电话
