公司放假信樣本
Date : ______________
To Whom it May Concern:

This is to certify that 申請人姓名 is working as 職位 of this company, and has been working here since 就職日期.  His/Her present salary is RMB工資 per month.  He/She is entitled to an annual leave from 開始放假日期 to 結束放假日期.  We/I further certify that 申請人姓名 would like to take his/her annual leave by joining a pleasure trip to Saipan & Tinian during his/her vacation, upon his/her return, he/she will resume his/her duty on 復工日期 with his company.

Your favourable consideration to his/her application will be much appreciated.

Thank you in advance for your attention.

Yours sincerely,


_________________________________

公司蓋章及負責人或部門經理簽署
日期：
敬啟者：

特此證明申請人姓名先生／女士從就職日期到現在在我公司任職職位。他／她每月月薪為人民幣工資。他／她於開始放假日期至結束放假日期在我公司已申請了年假，我司證明申請人姓名在他／她的放假期間將到 (    )旅遊並於指定日期返回。他／她的復工日期為復工日期。

如果您們能考慮及接納他／她的申請，我們將會不勝感謝。

謹啟

_________________________________

公司蓋章及負責人或部門經理簽署
