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January 15, 20XX

To whom it may concern,

Re: Visa Application
Dear Sir/ Madam,
This is to confirm that Mr. XXX (born on January 18th, 1969) is the teacher in the School of Pharmaceutical Engineering& Life Science, Changzhou University (CZU). Mr. XXX has been employed as a long-term teacher in service with Changzhou University since August, 2004. His annual income is up to 100,000 RMB after tax. 

Mr. XXX has been granted a 10-day paid leave from his duties at Changzhou University from January 26th to February 4th, 2019 to travel in the U.S. During the above-mentioned period. We guarantee that he shall obey all the laws and regulations of the countries where he stays.
 
The international airfare (round), health & accidental insurance and the travel expenses shall all be covered by himself. We will keep his position during his outbound and we are sure that he will be back to China on time to continue his job.
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