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[TODAY’S DATE]
To whom it may concern:

This letter is to certify that [STUDENT’S NAME] has been offered, or is already working in, general on-campus employment with [NAME OF HIRING DEPARTMENT].

The employment start date is [START DATE]. The student will work [HOURS] per week and earn [DOLLARS PER HOUR OR STIPEND AMOUNT].

The student’s job title is [JOB TITLE]. In this position, the student will [JOB DESCRIPTION].

Employer contact information:
· EIN: 22-2764819
· Employer Telephone Number: [PHONE NUMBER]
· Student’s Immediate Supervisor: [SUPERVISOR’S NAME]

Sincerely,
[ORIGINAL SIGNATURE – IN INK!]
[YOUR NAME]
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