 

[bookmark: _GoBack]This is an employment verification letter template. When completing this letter, please answer the questions below for the person applying to become an Instructor Trainer. Once you have completed this letter, please have it printed on company letter head and have the person applying to become an Instructor Trainer attach it to their Instructor Trainer Application. 

Date:      

Supervisor/HR Representative Name:     
Supervisor/HR Representative Title:     
[bookmark: Text4]Organization:     
Organization Address:     
Organization City, State, ZIP:     

To Whom It May Concern:

List their current employment status:
[bookmark: Text3]      

List their current job title:
     

List their current job duties as they relate to the instructor trainer application:
     

List the contact information of the Supervisor/HR Representative completing this letter: 
     

Please list the length of employment for in this position:
     


Sincerely,
     

