	EMPLOYING ORGANISATION’S LETTERHEAD


INSTRUCTIONS:

· Please fill in the form according to the instructions below and delete the instructions text, examples before submission. 
· The signatory must be one of the following: Head or Deputy Head of the employing organisation OR Head or Deputy Head of the Personnel / Human Resources Department. 

· The form must bear the organisation’s official stamp.
· Enter “N/A” for any field that does not apply or for which data is unavailable. Do not leave required fields blank.
· Write “Present” only in the Employment Period end date field if the person is still employed.

Employment and Qualification Confirmation
This is to confirm the employment and qualifications of the person named below. The information provided is true and correct to the best of my knowledge.


Section A: Employee Personal Details 

Full Name: ________________________________________
Date of birth (DD/MM/YYYY): ________________________________________
ID / Passport number: _____________________________________________
Primary contact email: ___________________________________
Work phone: ___________________________________________
Mobile phone: ___________________________________________


Section B: Employment Details
Employment status (tick one): ☐ Full‑time ☐ Part‑time ☐ Contract ☐ Temporary ☐ Other: __________
Current position / job title: _______________________________________
Current department / unit: _______________________________________
Current organisation / employer: ___________________________________
Organisation address (City/Province, Country): ________________________
Workplace telephone number: _____________________________________
Workplace website (if available): ___________________________________
Employment period: From (DD/MM/YYYY) ______ / ______ / ______ To (DD/MM/YYYY or Present) ______ / ______ / ______


Section C: Qualification Details (List all relevant qualifications)
Provide one row per qualification. List highest/most recent qualifications first. 
	Qualification Level
	Full qualification name (award)
	Institution (name & country)
	Dates (Start - End, DD/MM/YYYY)
	Status (Completed / Incomplete / Pending / In progress)

	Example: Postgraduate
	e.g., Master of Public Policy
	Australian National University, Australia
	01/02/2018 -15/11/2019
	Completed

	Example: Undergraduate
	e.g., Bachelor of Economics
	Hanoi University, Vietnam
	01/09/2012 -30/06/2016
	Completed

	Example: Other training / Certificate
	e.g., Certificate in Project Management
	Local Training Centre, Vietnam
	10/05/202 -14/05/2020
	Completed

	
	
	
	
	




Section D: Employer Confirmation & Signature Block
I hereby confirm that the employment and qualification details above are correct and that the named individual is employed by this organisation as stated.
Name of signatory: _________________________________________________
Position / Title: ___________________________________________________
Office / Department: ______________________________________________
Contact email: ____________________________________________________
Work phone: ______________________________________________________
Signature: ____________________________ 
Date (DD/MM/YYYY): ______ / ______ / ______
Official organisation stamp: ____________________________
