公司在职证明信样本
（蓝色字体部分为根据个人实际情况修改）
Certification Letter

To: visa section

Dear Sir or Madam:

Hereby we certify that Mr（Mrs）.chen fuxing (Passport Number:G21051105)is the vice chairman of our office. He was born on 1976.10.22.
He(She) began work in our office from 05 May 2005.

We certificate  Mr（Mrs）.chen fuxing will take his(her) holiday from 17.11.2007 to 30.11.2007（需打上准确的旅游起止日期）.We make sure that he(she) must obey the local rules and come back to China on time. We will also keep his(her) position till his(her) coming back. 

His(her) total income  in our office is RMB8000/month. 
Our office will afford all the expense in Europe! （公费旅游请写此句）（自费旅游请删除此句）
He(She) will cover all the expense in Europe！（自费旅游请写此句）（公费旅游请删除此句）
Yours Frankly！
Person in charge:Wang Sheng
Position: (根据签名人的具体职位填写，比如法人填写legal  person,副总填写 vice general manager，人事经理填写HR manager等等)
Tel:021-12345678
Add:No.16,huangsheng Rd,shanghai
Tel:021-87654321        Fax:021-12365488
个 人 资 料 表
请 务 必 仔 细 填 写 以 下 各 项 内 容
个 人 情 况 

	姓名
	
	性别
	
	出生年月
	
	出生地
	

	国籍
	
	婚姻
状况
	
	现工作
职位
	
	家庭电话
（含区号）
	

	最高学历
	
	手机号码
	

	常住地址
	
	入住时间
（必填）
	

	单位中文名称
	
	能联系到本人的单位电话
（含区号）
	

	单位英文名称
	  
	
	

	单位地址
	
	在职证明
 签字人及职务/手机号码
	

	何时进入现单位工作
	
	月薪 + 奖金
（税前收入）
	

	旅游费用承担（请打勾）
	                个人（   ）                 公司（   ）                      

	您在中国的亲属是否也一同参加这次旅行，如有协同前往，请注明：姓名、关系

	姓名
	
	关系
	
	姓名
	
	关系
	

	姓名
	
	关系
	
	姓名
	
	关系
	

	您在国外是否有亲戚或朋友，请注明情况

	

	旅游合住者姓名
	


家 庭 成 员 情 况
	称呼
	姓名
	出生日期
	出生地
	家庭地址
	电话
	职位

	配偶

	
	
	
	
	
	

	父亲
（已故也需填）
	
	
	
	
	
	

	母亲
（已故也需填）
	
	
	
	
	
	

	子/女

	
	
	
	
	
	

	子/女

	
	
	
	
	
	

	兄/妹

	
	
	
	
	
	

	兄/妹

	
	
	
	
	
	

	我承诺上述表格中的所有内容的填写都是真实的，如有不实之处，我将承担由此带来的一切后果。
                                              申请人本人签名：
                                                       日期：


申根表格签名页（请把表格打印出来，客人必须在第37项和右下角表**方框内处签名）
	34. Personal data of the family member who is an EU or EEA citizen . 
Surname:                                 First name:

Date of birth:                               Nationality:

Number of travel document or ID card:


	

	35.Family relationship with an EU,EEA citizen
Spouse           child        grandchild       dependent sdcendant  
	

	36.Place and date

	37.singnature(for minors ,singnature of parental authority /legal guardian)

	

	
	
	

	I am aware that the visa fee is not refunded if the visa is refused .

	

	Applicable in case a multiple-entry visa is applied for (cf field NO24)

I am aware of the need to have an adequate travel medical insurance for my first stay and any subsequent visits to the territory of Member States.

	

	I am aware of and consent to the following:the collection of the data required by this application form and the taking of my photograph and . If applicable,the taking of fingerprints ,are mandatory for the examination of the visa application.and any personal data conceming me which appear on the visa applicationform,as well as my fingerprints and my photograph will be supplied to the relevant authorities of the Member States and processed by those authorities,for the purposes of a decision on my visa application.

At my express request, the consular authority processing my application will inform me of the manner in which I may exercise my right to check the personal data concerning me and have them altered or deleted, in particular, should they be inaccurate, in accordance with the national law of the state concerned.
I declare that to the best of my knowledge all particulars supplied by me are correct and complete. I am aware that any false statements will lead to my application being rejected or to the annulment of a visa already granted and may also render me liable to prosecution under the law of the Member State which deals with the application.

I undertake to leave the territory of the Schengen states upon the expiry of the visa, if granted.I have been informed that possession of a visa is only one of the prerequisites for entry into the European territory of the Member States. The mere fact that a visa has been granted to me does not mean that I will be entitled to compensation if I fail to comply with the relevant provisions of Article 5.1 of Regulation(EC) No562/2006(Schengen Borders Code)and I am therefore refused entry. The prerequisites for entry will be checked again on entry into the European territory of the Schengen states.

	

	Place and  date  

	Signature (for minors, signature of parental authority/legal guardian)**



(1)In so far as the VIS is operational

