	EMPLOYING ORGANIZATION’S LETTERHEAD


Date

Employment and Qualification Confirmation
This is to confirm the employment and qualifications of the below-named individual:
Employment Details
Full Name: 
Date of Birth: 
ID Number: 
Current Position Title: 
Current Department: 
Current Organisation: 
Employment Location: 
Employment Status: Full-time / Part-time
Employment Period: From … to …
Qualification Details
Please find below all qualifications held by the above employee:
	Qualification Level
	Name of Qualification
	Status (Complete/ Incomplete)
	Start Date
	End Date
	Institution

	Undergraduate 
	For example: Bachelor in…

	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	Postgraduate 
	For example: 
Master in…
Postgraduate Certificate in…
Postgraduate Diploma in…
	
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	Other Trainings
	For example:
Certificate in/of…
	 
	 
	 
	 


Signature of Head or Deputy Head of Organisation’s Personnel Department:
[Signature]


Name, Title and Contact Details of Head or Deputy Head of Organisation’s Personnel Department:

[Name, Title and contact details]


Authorized Official Stamp of the Organization:
[Stamp]
Full Address of the Organization:
[Address]

