

[Company’s Logo and Mailing Address]
[Date]
Re: [Student’s Name]

To Whom It May Concern: 

I am writing to verify that [Student’s Name] is employed as a [Position’s title] in the [Title of the Office/Department] since [Hiring Date]. He/She will work at [Mailing Address (i.e. physical location of the work.)] 

Please contact me if additional information is required. 

Sincerely, 

[Supervisor’s Name/Signature]

[Supervisor’s Title]

[Contact Information]


