Date:  October XX, 201X
Ref:  CFDA-17-

XXXXXXX Embassy to China,

Invited by XXXXXXXXXXXXXXXX, Ms.XXX XXXXX(Senior Staff Member(职务), Department of International Cooperation， China Food and Drug Administration) will leave Beijing on XX November, 201X for XXX(城市名)，XXXXXXXX（国家名）， to XXXXXXXXXXXXXXX. She will stay for X days. Her expenses including the round-way air tickets, accommodation and lodging, overseas travel and medical insurance will be covered by China Food and Drug Administration.
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