標粗體字和下底線的部分請依照你們的出團狀況去修改唷！
另外，這張保信要用公司的專用信紙印出來之後，負責人(或主管)簽名和，加蓋公司大小章。

TO：Representative office in Taipei for the Moscow-Taipei Coordination Commission on Economic and Cultural Cooperation                    
2018/Dec/17
RE: Application for visa for Mr. Wang David  XXX TRAVEL TOUR LEADER

Dear Sir,

With reference to the visa application of tour leader   Mr. Wang David  
（PASSPORT NO：123456789 / DATE OF BIRTH：12/12/1980） XXX TRAVEL TOUR（total 20 PEOPLE), who intends to visit RUSSIA and be responsible for      PEOPLE from 20 AUG 2015 to 25 AUG 2015（for SINGLE ENTRY）.We hereby declare that we shall be responsible for：
      1. Their return to Taiwan;

      2. All travel expenses;

      3. The costs of repatriation, if any;

      4. The costs of hospitalization, if any.

The tour leader Mr. Wang David has been instructed that any

separation of the group has to be reported to the police authorities as

soon as possible.

      Sincerely Yours

      XXXXXXXXX CO.,LTD.

      ──────────────
      PATE CHANG 

      GENERAL MANAGER

