[This is a SAMPLE JOB VERIFICATION LETTER. This letter is to be printed ON COMPANY LETTERHEAD with Company address and phone number]
Date: [date]
To Whom It May Concern:

Below please find information regarding the employment of [insert Mr. or Ms.] [insert employee's full name] at our company: 

Duration of employment: From:  [insert start date] To: [insert end date here, or  “present date” if still working]
Hours of Employment per week: [insert hours worked per week]
Wages: $[insert income] per [insert week, month or year] 

Job Title: [insert job title - Note job title must be apporiate based on OPT or CPT educational field of study]
Job Duties: [insert job duties  - Note job duties must be apporiate based on OPT or CPT educational field of study]
[insert Mr. or Ms.] [insert employee's full name] obtained the above-referenced employment by [insert how employment was obtained - e.g. applying for the job listing posted on our company website, applying for job posting of ours on a job portal, referal by another employee, etc.].

If you need any further information, please feel free to contact me.

Sincerely,

_____________________

[Print Full Name and Title of Signor] 

[The letter must be signed by a person at the company authorized to verify employment, such as an officer or HR. ]
