中文模板
工作单位证明
（请打印在单位正式信笺纸上）
致：申根签证处
兹证明 [姓名]（身份证号：[身份证号码]）系我单位正式员工，自 [入职年份] 年 [入职月] 月起在我单位 [部门名称] 担任 [职务名称]。
该员工月薪为 [具体金额] 元人民币。
我单位批准其于 [出发日期] 至 [返回日期] 期间前往 [申根国家名称，如法国、德国等] 及其他申根国家旅游/商务/探亲（请选择实际目的），共 [总天数] 天。该员工行程结束后将按时返回原工作岗位。
此次旅行期间，其所有费用（包括交通、住宿、医疗及保险等）由 [个人/单位/邀请方] 承担。我单位保证其在境外期间遵守当地法律，并按期回国。
特此证明。
单位名称：[单位全称]
单位地址：[详细地址]
联系电话：[固定电话，需有人接听]
负责人签字：[领导姓名，不可为申请人本人]
单位公章：
日期：


英文译件
Certificate of Employment & Leave Approval
(To be printed on company letterhead)
[bookmark: _GoBack]To: Schengen Visa Section
This is to certify that [Full Name] (ID Card No.: [Number]) is a regular employee of our company. [He/She] has been working in the [Department Name] as a [Job Title] since [Month, Year]. [His/Her] monthly salary is RMB [Amount].
Our company approves [his/her] leave from [Start Date] to [End Date] to travel to [Schengen Country, e.g., France, Germany] and other Schengen States for [tourism / business / visiting relatives] . The total duration of the trip is [Number] days. [He/She] will return to [his/her] original position upon completion of the trip.
All expenses during the trip (including transportation, accommodation, medical care, insurance, etc.) will be borne by [the employee / our company / the inviting party] . We guarantee that [he/she] will comply with local laws during the stay abroad and return to China on time.
Yours faithfully,
Company Name: [Full Company Name]
Company Address: [Detailed Address]
Telephone: [Landline with available contact person]
Signature of Responsible Person: [Leader’s Name, cannot be the applicant]
Company Stamp:
Date: [Date of issue, e.g., July 15, 2025]

