Day ,month year
To whom it may concern

The Visa Division 
The XX(国家) Embassy 
Beijing

Dear Sir or Madam

Subject: Confirmation of expense in XX(国家)
It is a pleasure to write to you. Our institute is a national institute under jurisdiction of Chinese Academy of Agriculture. Professor XXX and XXX are staff members of our institute，who are senior research scientists engaged inXXX in our institute. They are invited by XXX(邀请人) from XXX （邀请单位）, inXX（国家）, between (出访日期与申报单一致) , to participate to (执行任务).
Here I, as the director of the institute, confirm that their participating of the meeting is agreed by our institute. Our institute/ Meeting organizer will pay their travel, subsistence, accommodation and medical insurance during their stay in XXX(国家). During their stay in XX(国家), they will be asked to comply with the rules and laws of your country. We guarantee that they will surely be back in time.

Your honored Consul is kindly requested to grant a single entry visa to them. Your assistance and cooperation will be highly appreciated.

Kind regards

Yours faithfully,

Professor Hong Yin   

General Director

Lanzhou Veterinary Research Institute, CAAS
Chinese Academy of Agricultural Sciences
To: 

XXX（国家）驻华大使馆签证部官员

北京

敬启者：

兹证明，XX为中国农业科学院兰州兽医研究所固定职工，为从事动物疫病研究的科研人员。应XXX（国家/组织）XXX（部门或负责人）邀请，于201X年X月X日－X月X日赴XXX国（/组织）执行XXX（任务），在境外停留XX天。
我所同意XX人此次出访。其在贵国期间的食宿、 城市间交通费、医疗保险及往返机票等费用均由XXX承担。我所将保证X人在XXX（国家）访问期间，遵守贵国法律和相关的规定，并保证访问结束后他们将按期回国。

希望你能给他们办理入境签证。非常感谢你的帮助与合作。

此致

敬礼

中国农业科学院兰州兽医研究所

201X年X月XX日

填写说明：

1. 文件中说明出国成员的姓名、职务、单位地址电话；应什么人邀请，执行何任务，停留几天；单位领导同意派出；在国外期间的吃、住、行和医疗保险由谁支付；任务结束后保证回国。   

2. 填写内容与出国申报单内容相一致。

3. 派遣函用中、英文各写一份，打印在有单位名称的公函A4纸上，单位领导签字盖章。

