Certificate
XXXX（日期，英文格式）

Embassy of （出访国家名称）in Beijing,
For the XXXXX(出访目的) in the field of XXXX(某某领域), on behalf of Hunan University, it is our pleasure to send Mr. XX and other XXX people to pay XX days business visit to your country scheduled in XX to XX(月份),XXXX（年份）
All expenses of this trip including air tickets, accommodation and health insurance will be covered by XXX（费用支付单位的英文名称）.
The delegation name list as follows:

Mr. XX(姓名), XX（性别）, XXXX(出生日期), XXXX（职务）.

Sincerely yours,

（在此处领导签名并盖公章）
Hunan University

人数较多名单请用表格列出。


此为各国（除有特殊要求的国家外）所需派遣函、在职证明、费用证明的通用证明格式，需出示原件，请出国人员用所在地单位行头纸打印，请一定将地址电话等写上。另需向领馆签证的，此证明的英文抬头写“某国驻某地总领事馆或领馆”，如：General Consulate of the India in Guangzhou


页眉已设置成行头纸打印格式，适当调整字体和行距使内容在一页内，直接用行头纸打印。








