




标黄处均按照实际情况和邮件中该国签证要求改写。
所有内容最后请控制在一页
【去韩国的团组只需要中文版，请把以下全文翻译成中文，同时标题改为出差、在职和收入证明，另起一行写“大韩民国驻上海总领馆：”，然后再起一行开始正文】
CONSULATE GENERAL OF 填入申请签证的国家名 IN SHANGHAI
[bookmark: _GoBack]THIS IS TO CERTIFY THE DELEGATION FROM SHANGHAITECH UNIVERSITY HEADED BY MR. SUN ZHONGLIANG（写带团人的名字，尽量写MR./MS./MRS.，表明性别, 下面的NAME LIST也是）, WHO JOINT SHANGHAITECH UNIVERSITY ON XXXX, 20XX, SERVING AS XXXX（写明职务）, WITH SALARY OF XXXXXRMB PER MONTH/YEAR（韩国一定要写，其他国家也建议写上）, WILL VISIT SWITZERLAND ON AUG.24, 2016 FOR 5 DAYS. （访问多个国家写法如后面所示）,VISIT XXXX FROM XXX,2018 TO XXX,2018 FOR X（在该国停留的天数） DAYS, VISIT XXXX FROM XXX,2018 TO XXX,2018 FOR X DAYS,…(以此类推，访问几个国家，就写几个), TOTALLY FOR X DAYS（总的在国外的天数）
THE PURPOSE OF THIS TRIP IS FOR BUSINESS/ TO ATTEND CONFERENCE/TO DO SHORT-TERM RESEARCH/…… (写明到访事由).
THE NAME LIST IS AS FOLLOWS:
DR. SUN ZHONGLIANG（带团人写第一个） 	BORN ON: OCT. 08, 1966		PASSPORT NO.: PEXXXXXXX
MR.XU TIANREN		BORN ON: XXXXXX			PASSPORT NO.: PEXXXXXXX
	THE TRAVEL SCHEDULE IS AS FOLLOWS: 
（行程安排视不同国家要求填写，如无特别要求，可以不写）
（出访多个国家，写明全部行程安排）
	OCT. 08 ARRIVAL IN SWITZERLAND
	OCT. 09 -10 ATTEND MEETING
	OCT. 11 RETURN FROM SWITZERLAND
DURING THE PERIOD OF THE STAY IN SWITZERLAND, GERMANY AND FRANCE, ALL EXPENSES INCLUDING RETURN AIRTICKETS, LODGING AND BOARD, AS WELL AS HEALTH INSURANCE WILL BE BORNE BY SHANGHAITECH UNIVERSITY（如有邀请方承担的部分，前面的费用细则写清楚，哪部分由学校承担，哪部分由邀请方承担）.
	
【The contact of Office of Foreign Affairs at ShanghaiTech University is:
	Mr. SONG Yao,  Tel: 17301800829（此处目前已知以色列需要写明，其他国家不用，可删去）】

     SCHOOL OF XXXXXXXXXXXXX
SHANGHAITECH UNIVERSITY

证明全文打印出来后，学院负责人在文末处签字并盖学院章，中文和拼音手签字，不能用签字印章（信息学院的特别注意）
【其中丹麦签证时，需要在文末处打印上负责人的职务，同时负责人中文和拼音签字，不能用签字印章】
以上所有内容请控制在一页







参考案例
张三教授去意大利佛罗伦萨出访，6月19日在罗马入境意大利，6月19日当天抵达佛罗伦萨，6月23日下午乘飞机离开佛罗伦萨，6月24日到达中国。
行程共计6天，在意大利5天。
CONSULATE GENERAL OF ITALY IN SHANGHAI

This is to certify that the Delegation from ShanghaiTech University, headed by Mr. ZHANG San, who joint ShanghaiTech University on July, 2012, serving as Associate Professor, will visit Italy from 19 June to 23 June, 2018 and will be there for 5 days. 
The purpose of the visit is to participate in the 3rd International Conference on XXXX.

The name list is as follows:
Mr. ZHANG San    Born On: April 14th, 1969   Passport No.: PE1234567

His schedule will be as follows:

19 June                 Arrival in Italy
20 June-22 June         Attending the Conference
23 June                Return from Italy

During the period of his stay in Italy, all expenses including round-trip airtickets, board and lodging as well as health insurance will be covered by ShanghaiTech University.
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