公司中文名
公司英文名
公司电话
公司英文地址
Dispatch Letter

Date:03 NOV 2025

To: Consulate General of the Republic of Philippines in Shanghai(如其他领馆请修改对应城市)

Dear Sir/Madam,

This is to certify that the following person is working in our company. As been invited by 国外公司英文名, he/she will go to the Philippines to visit their company and discuss business opportunities moving forwards. His/her trip is from 哪一年几月几号 to 哪一年几月几号.

The applicant’s detailed information is as following,
	Name
	Gender
	Date of Employed
	Passport NO.
	Position
	Monthly Salary

	姓名
	性别
	入职日期
	护照号
	职位
	月薪



We guarantee that he/she will abide by local laws in the Philippines and return to China on time. All the travel expenses will be paid by 费用承担方(如写公司承担建议提供公司流水), including the air fare, meals, accommodations and medical insurance.

Should you need any further supporting information in order to process the visa, please do not hesitate to contact us.


Sincerely yours,


[bookmark: OLE_LINK14][bookmark: OLE_LINK15]Name:（负责人姓名拼音全拼）
Position: （负责人英文职位）
**** Co., Ltd.（公司英文名）
Add:（公司英文地址）
Tel: (公司座机号)
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Endorsement letter

Date:03 NOV 2025


TO: Consulate General of the Republic of Philippines in Shanghai


We hereby certify that the dispatch letter provided by our company for employee XXX, passport number: XXX, is true and valid for her application for a Philippine business visa. We ensure that he/she will abide by local laws and regulations during his trip, and he/she will end his/her business trip within the specified time and return to China on time. We will reserve a position for him/her so that he/she can continue to work in the company.





Very truly yours



Name:（负责人姓名拼音全拼）
Position: （负责人英文职位）
**** Co., Ltd.（公司英文名）
Add:（公司英文地址）
Tel: (公司座机号)


