
 
 

The Morningside College experience cultivates a passion for life-long learning 
 and a dedication to ethical leadership and civic responsibility. 

Sample Employment Verification/Offer Letter 
 

 

 
 

          
 
 
  Verification of Employment 
 
 Date: __________________ 
 
 
_______________________will be employed by ____________________________________ 
(Student/Employee’s name)                      (Employer’s Name/Department) 
 
as ___________________________________     starting ________ and ending ________________ 
    (Position/Job Title)                                                                  (start date)                                   (end date) 
 
for approximately ____________   hours per week. 
           (# of work hours) 
 
 
 
Sincerely, 
 
 
______________________________________________ 
(Name of Supervisor/Payroll Personnel) 
 
 
______________________________________________ 
(Signature of Supervisor/Payroll Personnel) 
 
 
______________________________________________ 
(Employer’s Contact Information) 

Must be printed on employer’s 
official letterhead 

Employment Verification must 
include student’s name, job title, 
start date and duration of 
employment, number of work hours 
per week, and location of 
employment. 


